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e Modern Machine 


or All-Electric Typing 


ELECTROMATIC TYPEWRITER 


INTERNATIONAL BUSINESS MACHINES CORPORATION, 590 MADISON AVE. NEW YORK 22, Ul 
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Anyone CAN CARRY IT...Lueryone CAN USE IT... 


THE MARKET'S BEST POPULAR PRICED DUPLICATOR 


_ LOW PRICE “ — 
UNUSUAL VERSATILITY (i cammmlleee ? 


—bring the outstanding, easy-to- 
carry duplicator within the use- 
and-price range of: 


THE SMALLEST BUSINESSES, “DEPARTMENTAL” USE BY 
LARGER FIRM, CHURCHES, SCHOOLS, RESTAURANTS 
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Turns out sharp, beautiful copies from typed or hand-written originals. Fur- 
nished complete with Columbia “all-season”, moisture retaining Gelatine Roll. 

Ask your office supply dealer or the Columbia office nearest you for prices 
and information. 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC. 


‘ Main Office & Factory: Glen Cove, L.1.,N.Y. 


New York Sales & Export: 58-64 West 40th St. « Midwest Sales: Kansas City, Mo., Dwight Bidg. « Chicago 
Detroit ¢« Milwaukee « Minneapolis + Nashville + Philadelphia + Pittsburgh ¢ Portland, Oregon 
Cincinnati (Harris-Moers Co.) « Atlanta « Also: London, England © Sydney, Australia « Milan, Italy 
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PRECISION) duplicator for QUALITY work | 


— 
: INK IT WHILE IT IS RUNNING ONLY ONE STENCIL CLAMP 
COUNTER COUNTS SHEETS NOT REVOLUTIONS ‘ ; _ POSITIONING SCALE SAVES TIME 
‘puLLY ROTARY SUCTION FEED _ AUTOMATIC INKING—NO BRUSHES 
SIMPLE POSITIVE CONTROLS FLIP THE SWITCH~—50- 200 er min. 


AUTOMATIC RISING FEED TABLE — CHANGE DRUMS—CHANGE COLOR 


4 
DRUM COMES OFF IN SECONDS 
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New standards for stencil printing! 


Here is a new duplicator that gives you —easier—faster. You will be proud to send 
PRINTING PRESS performance con- out Copy Chief work on your letterhead! 
veniently and privately in your office— 


See your dealer or write Red Feather Products, 


the only duplicator with sealed-in-oil Ltd., Redwood City, California, for complete details. 
mechanism, fully automatic inking system, 
quick-change color drums—the only RED FEATHER 


duplicator with synchronized paper feed, 
fully rotary mechanism. 

The Copy Chief is precision engineered 
to turn out the best copies you've ever seen 


ED FEATHER (44-4 pif 
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Here are some of the features that make Ben. 
Franklin #500 a plus value. Ben. Franklin 
#500 has @ lead that’s made from highly re- 
fined graphite, compressed to give long-lasting, 
clean weat- More than half a century of 


“know-how” goes into its making- 


Yes, and when you order any of the five degree® 
(1—2—- 23/6—3 and 4) you'll get uniformity 
that won't change, from order to order or from 


year to year. 
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CARBONS — 
DUPLICATING | 


EQN Town 


RIBBON & CARBON CO. Inc. 


Foremost makers of Ribbons and Carbons for Every Use 


750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 


November, 1946 


Sales and Service Everywhere 
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Significant Alnosphere... 


The quiet dignity of “Y and E” Style Master Steel Desks 
and companion pieces, finished in Warm Neutra-Tone Gray, 
creates an atmosphere of harmony both in color 


complement and pleasant surroundings. 


YAWMAN AND ERBE MFG. CO., 1045 Jay Street, Rochester 3, N. Y. 


The Franchise That Means Quality Merchandise 
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SOLID OAK 
TYPEWRITER 


TABLE 


@ Regulation Size Drawer 
@ Sliding Desk Shelf 

@ Smooth, Natural Finish 
@ Warp-proof, Snag-proof 
@ Steel Corner Brackets 


No. 1832 


a | $1ge0 Usefiul beauty and lifetime utility 


List Pri | This quality-built, beautifully finished and sanded table meets 
e} st Price 


“your every need for a sturdy, modern, standard typewriter 


i i 7 ad nog : : table. Has the warm, resilient and silent quality of wood 
No. 1400 “with the lasting beauty and endurance of solid oak. Graces 
=e Ee gy office, 
Ph Rn Fable is 18x32x27 inches high. ‘tae, Xie soled ack: 
: Legs, 2 inches. Beautiful, smooth, sanded, natural finish. 
Weighs approximately 24 Ibs. Helps to reduce noise, wear 
HARDWOOD TELEPHONE TABLE on machines. : 
bi-w rhe Cae che prow a ok ee Order from your dealer today. If unknown, write for name, 
tapered legs. Opening closed on sides and fe also = free Maso catalog. 


rear. Snag-proof, warp-proof, splinter-proof. eee 

Top, % in. solid oak or walnut. Legs, 2 inches. Boas Ss 
Size, 16x 20x30 inches high. Packed 2 to car- 

ton. K.D. easy, quick assembly. Minimum 

order 4 tables. Shipping Weight 45 lbs. to 

carton. Prices F.O.B. Chicago. 
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another fast mover 
in the quality Maso lin 


No. 1620 


TAKES MOST OFFICE MACHINES | 


A top quality, heavy-duty, sturdy steel stand with _ 
a dozen uses. Snag-proof, clatter-proof. Built for _ 
lifetime service and comfort for the worker. \¢ inch 
Masonite top does not erack, warp nor chip, out- _ 
lasts wood, easy on office machines. Metal edges 
smooth rolled. Rigid bracing. Continnous piano 
hinges. Beautiful baked enamel walnut finish. _ 
Patented special coil spring drop leaf catches. Posi- — 
tive action to release. Free rolling casters. Open, 
16x 38x 27 inches high. 9x 16 drop leaves. 


 MASO MAKES THE BETTER ONE 


THE NEW MODEL 


Streamliuer 
UTILITY 
STAND 


@ Hord-tempered Masonite Top 

@ All Steel Tubing 

@ Precision Built; Quality Materials 
@ Ample Leg-room 

@ Easy Portability’ 


No. 1418 


%" WOOD TOP UTILITY STAND 


Superior quality, scientifically designed 
for greater efficiency. Tube steel legs, free 
rolling casters, patented drop-leaf arms. 
Warpproof wood top; finish, natural or 
walnut. Open, 1413 x 36 x 27 inches high. 
Ship. Wet. 21 Ibs. K. D., F. O. B. Chicago. 


” 


MASO STEEL PRODUCTS 2.:.2"2%<! 
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Order from your dealer today. 
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® Look for this registered 
chisel-pointed trade mark. 


Long recognized as the best, |‘otchkiss chisel-pointed staples for a time 
during the war were produced only in strips of 105 each. These were known 
and packaged as No. 2 A chisel-pointed staples. 

How the full length strips of 210 are again being produced. Order them 
by the Number 1 A chisel-pointed staples. They are packed in the typical 
Hotchkiss extra strength boxes with the characteristic red and black design 
on the cover. 

Hotchkiss 1 A chisel-pointed staples penetrate easier and work better in any 
stapling machine which is made to use standard size staples with half inch 
crown and quarter inch leg. 


Aotclleiss 


NORWALK, CONNECTICUT 


“PIONEERS IN ALL THAT'S BEST IN STAPLING" 
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UP TO $1,000,000. CREDIT 
. WHY? ne 
HIGH QUALITY PRODUCTS 


WE PRODUCED THE FIRST NON-GREASE CARBON si _ 
WE PRODUCED THE FIRST SELF-INKING RIBBON = 


eat We now give the world the wonder- ible prints, extreme manifolding and | | 
ful complete line of New Process car-* ~ ‘wears like the proverbial IRON. This : | 
bon’ paper, FOUR weights and SEVEN: carbon greatly helps efficiency and sim 
-. finishes in EACH weight in four brands. —__. plifies purchasing, no office should be | 
This carbon gives perfect, sharp, leg. ~ without it. : | 
2 Pleate ack for samples from any of the Offices below 7 | 


Kelas mu MANUFACTURING CO., ROCHESTER, 1, N.Y. U.S: As. | 


$. Bumos Ase, C 


' bourne, Berth, Milnes, pati: Havana, Cuba. Carbon 
Los Angeles, Louisville, Memphis, Mil- Paper Supply Co., London, Birmingham, Edinburgh, — 
Minneapolis, New Orleans, New York, Omaha, —_. Glasgow, oe Newcastle, Leeds, Leicester, Liv- 
Pittsburgh, Portland (Oregon), Rochester erpool, England; and Belfast, Ireland. Export Dept. 
. . ‘ ‘a Cable « . ‘ 
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The labor and material shortages need not affect the 
efficient planning of your OFFICE LAYOUT 


1. EXECUTIVE SECTION Il. DIVISION 
Chairman of the Board, President, Vice President, Secre- HEAD SECTIONS 
tary, Treasurer, Comptroller, Conference Rooms. 
(Requires Special Planning.) Ill. OPERATING 
SECTIONS 
ao G 


ls 
Of Gg 
: | 


in in 
| | a 8 

‘ Q 

in Firtces 

| ¢ 

i ¢: a Y CORRINPNOR 4 & 

Sie TV ) 
te) 

N 

d 4 = 

IV. SERVICE SECTION 


Reception, Mail, Telephone, Communications, Filing, 

Transcribing, Duplicating, Stationery, Coat and Rest : 

Rooms, Lounge, Cafeteria, etc. (Require Special 12" 12° 
Planning). - q 


The four elements of your office layout can be planned and carried out 
TODAY, if you use the INTEGRATED FLEXIBLE OFFICE LAYOUT IDEA. 


Write for Information 


KENNETH H. RIPNEN COMPANY 


INCORPORATED f 
ARCHITECTS AND MANAGEMENT COUNSELLORS IN SPACE ADMINISTRATION : 
101 Park Avenue, New York City § 
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— This concealed 
safe unit is a patented 
Invincible EXCLUSIVE! 


*e YOUR 
PERSONAL 
FILE 


a 


‘ your like the advantages of having this 
concealed safe unit in your office. 
It's handy for the personal papers, receipts, 
documents and other valuables you want to 
keep in private. 
Call your Invincible dealer today and ask 
him for details, or, stop at his store and see 
| this exclusive patented Invincible feature. 
Your office needs this personal file. 


INVINCIBLE METAL FURNITURE CO. 


MANITOWOC, WISCONSIN 
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® AUTOCOPY SPIRIT and 
HECTOGRAPH CARBON 
PAPER 


© AUTOCOPY MASTER SETS. 
(Plain) For spirit duplicators. 

® AUTOCOPY RIBBONS, semi 
or full inkings. Colors: Pur- 
ple, Purple and Red. 


7 “> “ » 
Ce Saag a 


: 
ae 


My 


AUTOCOPY products are best in the long run because 
they artfully combine the very latest in scientific knowl- 
edge with manufacturing skill to produce the finest in 
duplicating machines and supplies. Autocopy products 
insure clear, clean copies from the first to the last. 
Because of their inherent superiority, Autocopy prod- 
ucts generate pride on the job! 


An all purpose duplicating 
machine that eliminates the 
need for skill and care in 
feeding copies! Model Shown 
is the ONLY flat-bed duplica- 
tor with automatic paper 
feed. It is available in a wide 
variety of sizes with copying 
surfaces 9” x 15”, 14” x 18”, 
18” x 24” and 18” x 34”. Rug- 
gedly built, it will give you 
a lifetime of dependable 
service. 


AUTOCOPY GELATIN 
ROLLS consistently produce 
clean, bright and _ perfect 
copies because they are scien- 
tifically compounded to insure 
longest efficient use under 
varying climatic conditions. 
An exclusive Autocopy for- 
mula eliminates bubbles, 
dents or waves on Autocopy 
rolls. They are available for 
all makes of duplicators — 
are “standard” with many of 
the nation’s largest users! 


‘1 dee, 


Clbscopy, nc. 


se axons ot 
SSturapy ie 


AUTOCOPY STENCILS, 
stencils of superior. quality 
for all duplicating machines. 
‘Manufactured of the highest 
grade materials. Autocopy 
Stencils are quick-drying, 
long-lasting and produce 
clean, clear and sharp copies. 


AUTOCOPY INKS, com- 
pounded from finest quality 
ingredients, produce clear, 
sharp, impressions. 


AUTOCOPY DUPLICATOR 
FLUID makes possible 
brighter clean-cut copies for 
extra long runs. Instant dry- 
ing of paper avoids “sloppy- 
copy” offsetting. It’s practi- 
cally odorless and non-injur- 
ious to machines. For all 
direct process duplicators! In 
gallon cans or economical 54 
gallon drums. 


AuTOCOPY CLEANSING CREAM re 
moves in 30 seconds the stains acquired on 
hands in hours of work! Despite its speed 
and positive action in removing Hectograph, 
Mimeograph and other ink stains, this 
purpose cleansing cream is gentle to the 
skin — leaves it soft and smooth and does 
not mar nail polish. 
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designed and custom built to test this fundamental 
Gunn concept . . . that 9 Modern business leadership 
i: Ghiaxtrcise tn ‘huinnn relations and the effictent 
communication of ideas. 4 Spontaneous acceptance of 
‘this principle, we are sure, explains the “smash hit” 
scored by the Coronet at the Chicago stationers’ show. 
q Around this concept, Gunn's regular 


and sold . . . furniture offering 
pioneer values in efficiency, con- 
venience, and in- 


line of office furniture will be built 
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USER SATISEACTION | 


In spite of present day uncertainties . . . One 

thing is sure ... you can't beat that exerience of 

more than three-quarters of a century! For just that 

long users have found that through troublesome times 

or tranquil . . . the Feldco Line of regular and zipper ring 
binders is a good dependable line for . . . sales appeal .. . 
and user satisfaction. 


The name of Feldco has always been synonymous with the latest 
developments in the zipper and regular ring binder field . . . Vinyl-Tex, 
our latest offering to the trade, has already proved its durability, beauty 
and utility to users who have deluged us with repeat orders. Material 
shortages, still being with us, retard our volume production on this fast-selling 
profitable item. However, we are endeavoring to overcome this handicap and hope 
soon to be in a more advantageous position to supply your requirements. 
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Model P 4 Automatic Feed $44.20 


Plus excise tax 
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Speed O_Cabinet $27.50 


Duplicators, 
Cabinets and 


Scopes 


SPEED-O-PRINT 
CORPORATION 


161 E. GRAND AVE. CHICAGO 11 ate Sune 
Speed -O-Scope $29.50 


Sencil 
Cabinet $24.50 Write for beautiful Full-color illustrated catalog 


Prices slightly higher West of Rockies 
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| Vhere is an Unconditionally 
Guaranteed SPEED-O-PRINT 


product for every duplicating need 


Beautifully packaged Quality products fo give the ulmost satisfaction 


SPEED-O-PRINT CORPORATION 
161 E. GRAND AVE., CHICAGO 11, ILLINOIS 


MANUFACTURERS OF 


ROTARY STENCIL DUPLICATORS AND DUPLICATING SUPPL 
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DONT GUESS/ 
DONT GAMBLE/ 


Why guess or gamble when it comes to getting 
better letters and clearer copies at lower cost? 
All you have to do is call in the local M & V 
ANALYST and he will give you a really valu- 
able individual service. He analyzes all your 
typing, studies your equipment then makes sug- 


Fy 


gestions for using the "right" typewriter ribbon 
and the "right" carbon paper for each basic 
need. His job is to see that you will benefit three 
ways—I. Better Letters—2. Clearer Copies— 
3. Loser Costs. It will pay you to call in the 
M & V ANALYST today. Only the M & V 
ANALYST gives M & V Service. 
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MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
OFFICE MANAGEMENT AND EQUIPMENT 
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Bainbridge Specialties aaa Touches of Distinction 


Beauty —Comfort—Quality—Service 


FLUROLUME 
FLUORESCENT 
DESK LAMPS 
(By Globe) 


Their Beauty Classic 


a eG 


The Executive—KL-708-15 (1 light) 


Bainbridge 
FIBRCAN 
and 


METALCAN 


“The Basket Known 
To a Continent” 


Bainbr idge Nos. 9-S, 10-8, 11 
RITE-FIT CUSHIONS 


No. C-159 
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No. 333—Latex Rubber-Reversible No. 730—Cotton Filled-Cloth Covered 


Write for Price Lists and Complete Information 


BAINBRIDGE, KIMPTON & HAUPT, INC. 


Wholesale Stationers, Distributors and Manufacturers 


218 Greenwich Street 


New York 8, N. Y. 
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MoONGeS <@> EBERHARD — 482- N22 


WHY? Because MONGOL 482 satisfies always 

--- Its smooth-gliding Complastic lead and its 
| soft cleansing eraser in a metal ferrule, are 
Quality features that bespeak true Economy. 


N. Y. 


Pt EAD ERSHIP IN FINE WRITING MATERIALS 
—— 
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copy for— 


HOUSE ORGANS « CHARTS + GRAPHS 
ADVERTISEMENTS + MOVIE TITLES 
BROADSIDES + FOLDERS + SIGNS 


ADHERES INSTANTLY 
No paste, wax or glue. Spe- 
cial adhesive back makes 
each character adhere to your 
copy instantly. 


apne ed LETTERS 
ON PHOTOG 


APHS OR 
DRAWINGS 
The crystal clear transparent 
Presto-Type background en- 
ables you to set your type 
directly on photographs and 
illustrations. 


PERFECT ALIGNMENT 
Convenient guide lines and 
transparent backgrounds per- 
mit perfect and easy align- 
ment of characters. 


BLACK LETTERS FOR 
LIGHT BACKGROUNDS 
Opaque, black letters for 
white or light backgrounds. 


WHITE LETTERS FOR 
DARK BACKGROUNDS 
White letters for use on 
black or dark backgrounds. 


DIRECTIONAL 
ARROWS—+too! 
Small, medium and large 
arrows with white outlines. 


Has hundreds of uses! MAIL 
COUPON resi 
TODAY! Cc i 
Address 


7 West 44th Stvdet - 
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vRy THIS EASY NEW WAY 


Just place the letters in position on ,.7 3 
your copy—they adhere themselves | 
—and you have perfect reproduction * 


@ Snap up your reproduction copy for offset and co 
ings this quick, economical way. Set your own headings 
from a large selection of beautiful type faces. 


@ Each transparent sheet of Presto-Type contains the 
alphabet, numerals and punctuation marks of one size 
and type face in sharp, opaque black or white that will 
reproduce perfectly. In preparing your copy you simply 
cut the Presto-Type characters out of the transparent plastic 
sheet and place them in position on your copy. They 
adhere instantly—yet can easily be removed for resetting. 


@ Presto-Type is easily set in straight or curved lines, 
superimposed on photographs or artwork and used in 
countless other ways to give you good typography and 
low-cost reproduction copy. 


ONLY 75c per sheet 
Write for descriptive folder and type chart 


eee -_- = SEAR ESS eee 


ARTHUR BROWN & BRO. ? 
67 West 44th Street CMas-1t-s 
New York is, a. Ve 


Send me descriptive folder on Presto-type. 


City & State 


ow York 18, N. YA 
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Parker Quink with Solv-x! 


Have you ever made a test to find the best ink 
for your office? 

Try it... you'll find there’s a world of dif- 
ference in inks. Some gum and clog, some 
fade easily, some will ruin pens and equipment. 

But you will find that Parker Quink pre- 
vents metal corrosion and rubber rot because it 
is the only ink containing pen-protecting solv-x. 

Solv-x actually stops pen troubles before 
they start! 

Quink with solv-x is America’s biggest selling 
ink—a brilliant, smooth-flowing, fast-drying 


Copr. 1946 by The Parker Pen Company 


PARKER QU/NK 
the only ink coiling SOLA 


November, 1946 
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writing fluid that is ideal for every office use. 

Quink won't fade! Even after hundreds of 
hours in blazing sunlight, records written with 
Parker Quink stay clear and sharp. It resists 
water—it photographs perfectly! 

And it costs no more than ordinary inks! 
Give Quink a trial—see for yourself why it is 
“standard equipment” in so many big offices. 

Full range of colors; 4 permanent,5 wash- 
able. At all good dealers and supply houses. 
The Parker Pen Company, Janesville. Wis- 
consin and Toronto, Canada. 


FREE: 


Attractive, colorful booklet 
that shows-all, tells-all about 
Quink with solv-x. Filled with facts, photo- 
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graphs, and testimonials . . . proof of Quink’s superi- 
ority. A handy selling aid you'll want to show your 
prospects! Write The Parker Pen Company, Dept. 
7, Janesville, Wisconsin . . . for your free copy today! 
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Where To Use ACCO 


The uses to which ACCO fasteners have 
been put are so many that it may be said with- 
out question ACCO is the fastener of universal 
application. 


For either temporary or permanent binding 
ACCO Fasteners are fast, sure, safe, econ- 
omical. They are made in all standard sizes 
and capacities and offer the widest variety of 
choice. They are supplemented by other 
ACCO Products which further broaden their 
usefulness. _ 


Get to know the real possibilities of the 
ACCO line and you will get the most out of it 
in efficiency and economy. 


~ ORDERS 

~ REPORTS 
INVOICES 
VOUCHERS 
CATALOGS 
CONTRACTS 
ESTIMATES 
BLUE PRINTS 
MAILING LISTS 
CREDIT RECORDS 
CORRESPONDENCE 
SALES BULLETINS 
HOSPITAL CHARTS 
MAPS & CHARTS 
INVENTORY SHEETS 
BILLS OF LADING 


Etc., etc., 
ad infinitum 


ACCO 


Products. Ine. 
39th Ave. and 24th St. 


Long Island City, N. Y. 
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Just one example 

of how Rock-a-File works 

' ideally in location where ordi- 

nary file would be entirely 
impractical. 


Ki CONVERTS 


WASTE SPACE TO FILING SPACE! 


Yes, with Rock-a-File, hitherto wasted space is converted to valuable 
filing space. Due to its revolutionary side-filing development, Rock-a- 
File requires less than two-thirds the floor space occupied by drawer- 
type files! And because Rock-a-File compartments project only slightly 
when cpen—7*; inches in the largest model—it is easy to utilize alcoves, 
corridors and other locations formerly impractical for filing. 


Rock-a-File, the only truly modern file, offers many other outstand- 
ing advantages long sought by users of filing equipment. Check them 
... see for yourself that Rock-a-File has everything. 


Space Saving—Same capacity as 
drawer-type files in less than two- 
thirds the floor space. 


Complete Accessibility — Permits use 
by two or more persons at once. All 
compartments can remain open. 


Time Saving—Open compartments 
do not block access to others in cab- 
inet. No waiting to get at contents. 


Less Tiring — Compartments open 
and close effortlessly at finger touch. 
Fewer openings and closings 


Topple Proof—Open compartments 
project only slightly—grovity center 
always within framework. 


Economical — Folders slide in and 
out sideways. No more mutilated 
tabs, indexes, guides. 


ROCKWELL-BARNES COMPANY 
35 East Wacker Drive Chicago 1, Il. 


Write today forfree Rock-a-File circular and name of nearest dealer. 
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~The BROWNE-MORSE 


Glider File 


a | atieoth performer 


\ 


outstanding features 
greater durability 
increased F. Q. 


What's the F. Q. (filing quotient) of your filing 
operation? It can be measured by the efficiency, 
accuracy and capacity of your filing clerks. It’s an 
important part of your business and a measurable 
cost of your business operation. 
| Browne-Morse Glider Files help to increase the 
F. Q. of your filing department. Only a 5% ounce 
pull is required to open the drawer of a Browne- 
Morse Glider File. This factor alone greatly reduces the fatigue factor in 
filing . . . permits your filing clerks to file more accurately . . . increases 
their capacity. This plus the many other outstanding features of a 
Browne-Morse Glider File cuts this measurable cost of your business 
operation. The smooth performance, durability and dependability of 
Browne-Morse Glider Files make them the best designed, best engi- 
neered and biggest value on the market today. Check the features below: 


The extension arms on Browne-Morse files carry a fully loaded drawer swiftly, silently 
and easily on six case-hardened steel balls strategically fitted into the extension arms 
Key to BROWNE-MORSE with engineered ball running ratios. No lubrication required. 
oe ° Bearing Type Raceways. The contour of the balls exactly fits the contour of the 
gliding action “{ ' 


raceways of the extension arm. This scientific bearing feature eliminates the possibility 
of excessive wear... prevents the drawer from sticking or jamming. 


Just a slight movement 
of the handle up or 
down releases the 
drawer catch. No push 
buttons or levers, no 
pinching, no clothes - 

: catching projections. 
: : p The new hardware is 
The extension arm supports the beautifully designed 
drawer every inch of the way, + with aluminum satin 
whether the drawer is fully © = : ape 
slides permit the installation of ‘ 
inserts in all openings by any- 


stalled in the field. 


Architects of Efficiency for America’s Office Write for the com- 


plete new bulletin 
on the Browne-Morse 
Glider File. Learn 


MUSKEGON bh rowne- M OPS MICHIGAN — crezselthe sling aus, < 


your filing operation. 
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“THERE'S A PART 
IN EVERY PICTURE 
FOR SCRIPTO PENCILS” 


PRESTON STURGES 


Writer, director, and producer of the 
United Artists feature, “The Sin of 
Harold Diddlebock,” released this fall. 


On the set in Hollywood ... or onthe job —_ joy. Consult your supplier and learn how 


in your office, Scripto Mechanical Pencils the Scripto Pencils, Leads, and Erasers 


provide unmatched dependability. Truly, | which meet your requirements can save 


Sern PFo 


there is a place in your picture for Scripto you time and money. 


Pencils ...to bring you modern, business gcripro, Inc., ATLANTA. GEORGIA 


efficiency with economy you ought to en- W orld’s largest producer of mechanical pencils 


Scripto long-lead pencils— 
for every office use 


REG.U.S. PAT. OFF. 


Scripto standard 
diameter (.046”) 
leads come in 10 
degrees of black, 
17 popular colors 


Scripto erasers 
take 5 seconds to replace 
—make a clean sweep of mistakes 
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DURATEX VERTICAL 
FILE FOLDERS 


FILING EFFICIENCY 
1S ESSENTIAL 


DURABILITY FILING SUPPLIES MAKE 
“FILING AND FINDING” 


Patent No. 
2248355 and D 1281/8 


VERTICAL 
FILE GUIDES 


C.L. BARKLEY & CU. 


FASTER! 


Ease in “filing and finding” in- 
formation is a prime essential 
in the office. The press of mod- 
ern business multiplies the 
amount of material that must be 
filed—yet be readily accessible 
at a moment’s notice. Naturally 
no stationery store is complete 
without a filing supplies depart- 
ment. How good that depart- 
ment is depends largely upon 
the brand of filing supplies sold. 
Dealers selling DURABILITY 
FILING SUPPLIES enjoy an 
advantage in serving their trade 
because experience proves that 
these business tools contribute 
the ultimate in filing efficiency. 


Manufacturers of Filing Supplies — 


517 S JEFFERSON STREET 


CHICAGO” 


OFFICE MANAGEMENT AND EQUIPMENT 


Dip-Less Sets by Esterbrook 
with Esterbrook Points 


— a combination designed for hard 
use and practical service — extremely effi- 
cient thanks to the famous Esterbrook system of 
graded and numbered points. 


Check these features: 


Vy A point for every job and handwriting 
style 
Vy A visible ink supply that lasts for six 
months 
A pen that seldom needs dipping 
Economical price—sets from $2.50 up 
Demonstrated reliability—thousands of 
V sets in use all over the world 


Esterbrook Dip-Less Sets are available at your 
dealer’s. Order today! 


THE ESTERBROOK PEN COMPANY 
Cooper Street, Camden, N. J. 


Canadian Representatives: 
The Brown Bros., Ltd.. Toronto 


DIP-LESS WRITING SETS 
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J 
In sports, in life, in business—nothing can take the place of super- 4 
herd lative performance! That’s why you too will prefer All-Steel-Equip ¢ 
effi- Files. It’s the attractive and dependable line that’s backed by more r 
m of than 34 years of engineering experience! 
Because of current nation-wide conditions, we, like so many 
other manufacturers, cannot guarantee delivery in terms of the 
: usual schedules. We're sure, however, that you'll find All-Steel- 
Equip Files well worth waiting for. . 
J 
j 


ALSO 2, 3 OR 
5-DRAWER S1I7:-S 
Rigid Frame Construction¢ 
your is provided by torqpe 
plate reinforcement 
under each drawer Shelf. 

7 


Lasting, chip-proof 
finish. Harduare of 
genuine bronze, 
beautifully ce 


We also manufacture 
a complete line of steel 
storage and wardrobe 
cabinets. 


Drawer fronts are 
flanged back and are 
welded to bottom—pro- 
viding extra strength! 


Built for strength! 
Sturdy 6-post frame, 
rigid cross-bracing, 
full-opening drawers. 


f je ee eee ee 
“4 Ci ALL-STEEL EQUIPMENT, INC. 
4 ANS 300 Cleveland Avenue, Aurora, Illinois 4 Ff 
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EDWARD J. BECKMAN 
New Indiana Chair Co. 


CHARLES E. HAYWORTH 


Alma Desk Company 


Cc. H. LUND 
0. C. S. Olsen Co. 


MAYNARD H. RAGGIO 
Clemco Desk Mig. Co. 


F. 


J. BOLING 
High Point Bending & Chair Co. 


ALLEN F. JOSEPH 
Jasper Desk Company 


GLEESON MURPHY, JR. 
Murphy Chair Co., Inc. 


M. F. SONDERMAN 
Indi Desk C Pp y 


GILBERT H. BOSSE 
I ial Desk Company 


LOUIS T. KOERNER 


Jasper Chair Co. 


ALF NORM. 
Central Desk Mig. Co. 


ANN 


H. W. STRINGE 


OFFICE MANAGEMENT AND 


J. B. DEANE 
G 


A. F. KRIEG 


Jasper Seating Co. 


Ss. GUY NORMAN 
Hoosier Desk Co. 


JAMES A. WALLACE 


Jasper Office Furniture Co. 


K. R. DUNTON 


Doten-Dunton Desk Co. 


STERLING LORD 


The Leopoid Company 


W. T. POWELL 
Myrtle Desk Company 
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TO BUILD FINER OFFICE FURNITURE 10 MEET THE NEEDS OF BUSINESS 


Working through the Wood Office Furnitu > Institute, the minds and skills and facilities 
of twenty far-seeing and progressive desk and chair manufacturers have been polled for 
constructive industry planning and progress. 


In this union of resources lies the promise of more convenient wood desks—more com- 
fortable office chairs—to facilitate rapid business pace. 


Now while curbs are tight and materials scarce, designers and builders are hard at 
work on plans for pace-setting office equipment to meet your office modernization needs 
in the days ahead. 


Later, when supplies flow freely again, members of the Institute will unveil new prod- 
ucts of beauty which will embrace the very latest in func- 


tional improvements and the most desirable in product 
finishes. 


Alert office managers and purchasing agents will keep 
an eye on the Wood Office Furniture Institute and its 
aggressive program. They will be prepared to gain full 
benefit from the more beautiful, more comfortable, more 
efficient desks and chairs which will soon reach their office 


equipment dealer. 
e ® 
RAR im INDUSTRY PROGRESS 


JASPER DESK COMPANY 


Jasper, Indiana 


JASPER OFFICE FURNITURE CO. 


Jasper, Indiana 


JASPER SEATING COMPANY 


Jasper, Indiana 


LEOPOLD COMPANY 


Burlington, lowa 


Pulling Together =~ 


ALMA DESK COMPANY 
High Point, N. C. 

CENTRAL DESK MFG. COMPANY 
Chicago, Illinois 

CLEMCO DESK MFG. COMPANY 
Chicago, Illinois 

COMMERCIAL FURNITURE COMPANY 


Chicago, Illinois 


DOTEN-DUNTON DESK COMPANY woop J MURPHY CHAIR COMPANY 
Cambridge, Mass. OFFICE | Owensboro, Kentucky 

GUNN FURNITURE COMPANY ase MYRTLE DESK COMPANY 
Grand Rapids, Mich. High Point, N.C. 

HIGH POINT BENDING & CHAIR CO. NEW INDIANA CHAIR COMPANY 
Siler City, N.C Jasper, Indiana 

HOOSIER DESK COMPANY INDIANA DESK COMPANY 0. C. S. OLSEN COMPANY 
Jasper, Indiana Jasper, Indiana Chicago, Illinois 

IMPERIAL DESK COMPANY JASPER CHAIR COMPANY WELLS FURNITURE MFG. COMPANY 
Evansville, Indiana Jasper, Indiana Laurel, Mississippi 
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In theatrical jargon, you'd call the 
Stratford Rengency “a hit.” And that it is! 
Stratford’s newest dependable performer 
has everything. streamlined beauty, 
smooth-writing action, and lots of good, 
sound value for a dollar. 


DEPENDABLE PENS and PENCILS 


OFFICE MANAGEMENT AND EQUIPMENT 


The Stratford Regency has a rich, wider 
band and convenient recessed clip. And 
it has a remarkable capacity for ink—a 
flick of the thumb, and it’s filled. Avail- 
able in luxurious duotones or solid 
colors. 


STRATFORD PEN CORP., SALZ BUILDING, NEW YORK 1, N. Y. 
. “STRATFORD” and “REGENCY”’— Reg. U.S. Pat. Off. ... DESIGN PAT. 140026 
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The Pay-off 


* THE increasing tendency in the office to provide a really 
consistent training plan which will serve to feed qualified men 
and women into better positions within the organization could 
be greatly speeded up if those to whom the training is applied 
did not so often have the feeling that the interests of the 
organization rather than their own motivated the training. 


The whole value of the policy of promotion from within the 
organization depends on how well employees have been sold on 
the opportunities which wider knowledge will bring to them. 


“What is there in it for me?” is a cruse question perhaps, 
but a very natural one and whether it is spoken or not it exists 
in the minds of all men and women with regard to the extra 
effort which the training plans ask them to make. 


Management executives generally should exhibit more 
awareness of this, so that training plans will be presented to 
those who are to be trained, not so much as being an endeavor 
good for the organization as a whole but as being something 
of particular value to each individual concerned. 
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Here’s The File Yo : 
RED LINE'S” 


IT HAS EVERYTHING 
@ Roller Bearing Top 

@ All Steel Construction 

@ For Hanging Folders 

@ For Follow Block 
@ Dust-Proof—Fire Resistant No. 1519 


¥ Patents Pending 


Meets Your Every For a 
Zuatity ROLLAWAY FILE 


$9950 


Without Folders 


List Price Higher 
West of Rockies 


Beautifully finished, meticulously built, the "| 
ae ‘ cai SPECIFICATIONS 
Executive exudes quality, efficiency, life- ; 
FINISH: Olive green Hammerloid 
time service. Keeps records at your finger- baked enamel. 
TOP: Welded heavy gauge steel, 
tips when needed; yet safe, protected, out roller bearing. 


of the way, when not in use. Saves your ca iad oud ood ae 

time, energy, increases your efficiency. aie ee, block, guide rod fer 

Dozens of work-saving uses in every office. LEGS: Solid steel. Smooth rolled 

Roller-bearing top slides tightly over records a Strong, sturdy, free ond 

for complete protection. Opened, top lifts Ae, high. 9%" deep. 

a up and rolls back out of way. Start increas- eng ppnow ye | ody 
LOSED POSITION ing your all-round efficiency. Order an legs to attach. 


Welded, h t ° 
tg aan ade deer Executive Rollaway from your dealer today. 


records in one easy move- 


ment. PLACE YOUR ORDER TODAY 


RED LINE MANUFACTURING CO." ™<sesou' sunrcy 
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Modern junior executive's office by B. O'Rorke at recent "Britain Can Make it" Exhibit in London 


NOT so long ago office work was a relatively 
small part of the total job. Its growth has been 
rapid and on an increasing scale until today paper 
work is a major item in government and all indus- 
try. This expansion and increase has been through 
more of the same kind of tasks plus added paper 
work jobs of intriguing complexity. This changed 
situation creates new and different requirements, 
problems, and responsibilities. 


Any reasonable observation should quickly con- 
vince the most skeptical that average office 
working conditions do not produce a high level 
of performances. A noisy room, poorly venti- 
lated and inadequately lighted, does not provide 
the background for comfortable or efficient oper- 
ation. Combine this condition with facilities of 
doubtful vintage, and you have a _ reasonably 
accurate description of the normal working con- 
ditions in the average office. Logically then, if 
facilities and environment are deficient, the effect 
of that deficiency is expressed through increased 
cost or lower quality of the product, or both. The 
exact dimensions and locations of these imper- 
fections are not always nor clearly recorded in 
the operating reports. But there is a well founded 
suspicion that action and reaction retain a reason- 
ably even balance. To this rule working condi- 
tions in the office are probably no exception. 


The current paper work needs have outgrown 
not only the capacity of the Gay Nineties models 


- 


The Office 
A Neglected 
Orphan 


Of Progress ? 


By A. H. Stricker 


Author of "Seven Steps Towards Simplified 
Office Operation” 
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of operation but that of many a much later model 
as well. 

In the over-all picture the more or less standard 
remedy to cure all ailments in office operation is 
to hire more people, get more space, and work 
longer hours—if possible. Plant producing for- 
mulas stress the need of good environment, up-to- 
date tools of proper design, and organized ar- 
rangement of facilities. In office work these tested 
devices as a route to comfortable and efficient 
operation too often receive but mildly more than 
no eonsideration. Solution to day-by-day office 
problems is too frequently approached with a 
stop-watch complex. Time is an _ important 
element in any program. But the permanent 
solution to office problems embraces factors of 
equal or more importance than retention of the 
old pattern of operation and efforts to work 
faster. 

Good environment is essential, up-to-date equip- 
ment is necessary, and organized arrangement of 
furniture and equipment is highly important. 
These elements when combined into a workable 
total provide a way by which office personnel can 
produce better products and more of them in less 
time with less effort. 
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Working conditions for the office employee 
undoubtedly provide an index to efficient opera. 
tion. 

There undoubtedly are some offices where the 
matter of improving environment and facilities 
has in part or total received better than a prom. 
ise to do something about it. For all intents and 
purposes, the condition resolves itself into a nega. 
tive result of similar content to that usually 
accompanying discussions on how to solve post- 
war problems. Consequently, in the vast major. 
ity of cases the situation remains in the consid. 
eration stage. Namely, it’s a big problem—ap. 
point a committee and deliberate. 


Comparative 


Requirements looking towards improvements 
in working conditions differ with different lines 
of endeavor. To say that a given office is better 
lighted than formerly may only mean that a start 
has been made in the matter of providing good 
seeing conditions. To provide up-to-date equip. 
ment is one item in a long list of things that can 
be done to improve office facilities. 

That better routing of work exists in some 
given office than in another is no assurance that 
either has reached a high standard of working 
procedure. Improvements of the character noted 
are of interest and indicate, as will probably be 
agreed, the customary spotty approach usually 
pursued toward improving over-all working con- 
ditions. 

For the office to attain a high standard of oper- 
ating procedure there must be a _ completely 
rounded-out program. The program to be effec- 
tive must consider all facilities in detail and then 
make arrangements for improvements as the 
findings warrant. Practical standards of know 
dimensions, when related to normal working con- 
ditions, provide material for comparison, and the 
discrepancies disclosed identify locations for con- 
sideration and attention. Better facilities, how- 
ever, on last analysis can only be justified if they 
result in an opportunity for the employee to do 
more and better work in less time with less effort. 

Failure to make improvements in an office oper 
ating program is usually traceable to a number 
of causes. However, inertia and lack of know! 
edge can easily establish a philosophy of resigt 
ment to a policy of satisfaction with the preset 
plan. 


Interior of a banking house. Early Nineteenth Century. 
(From Bettmann Archives) 


_ peer Sew. ae a eee ’ eae "fee 28 ae rie te ce «cee a Ls SE Tee 
ue a 7 cs ee — ee ay ae re 2. ee , 32. (as 
P 2 ee ‘ i! ha nee * A 5 ee a uy : perarey ees ; i ee et eet 
: a & : ae? 
Bs j 
4 a 2 = 
/ ae 
, a a 
Ve Seo 
= 
* 2 a oH 
¢ _ 
e a 
i oo | 
- a - 
Rar ane 
=: a 
ae ah E 
2 Sa 
a ae 
ye 
—s 
i: = a 
a | 
{ = oy | 
_—_ 
Ba Po 
oe i er 
oe eae 
ae | 
A oe | 
_. 
a) ir } : 
i As pis i 
— 
a.- 7 a 
- — eee a ee. a... 
i a | Pee Pek. ze . 
x . 7s are ay ea es 3 
iby a me > re geae a —. a 3 
oa - 8 a # ei ‘ : 
2 Stl . 
ee ve a eee 
= | ee a 3): 9a ; 
oo, a i 4. i ; 
Bo = + aan 
_ ae x ts ee d 4 a“ a Fe d a Be Ls us ye rid a 
ie t Ref co | 
cae | - =e : ‘a : Hi 
" a j ‘ . - tea " > 4 ‘ 
a Ble den = npn “a as ww =~ at } 
an ew oa | he 4a EN ee 
~ ‘can | Ss . | aT hon 
‘oie y ti | ety a 
Bas 5h) i +.) : ten eee ~ 4* 
hee ee ee Creer | i a < 4 
ee aa Uae, oe Ns | ae . a 
“ae | Rg 4 : ae <7 
lo ae ae * | 77 
* ea, Be > oe . re ; ie fs me f 
vets ‘a "f i Z - 7 . j PS) } 4 
oe i’ tf a mee 
Van k *: oti 7 —F * 
an FE @ i 7 2 : 
7” Zp: — ., 
a i : 
eee ‘ > 
a. | CSF: ey | 
Pati, } Pm > Bo ' ce Bey as, i) : 
a a Po i Sa a “ ; : aes | 
abe he Sa - a , 
Ba = - 4 ae } ‘ Fa - Ag 
oe i A $ is _- * ting 
. aa — Ao 
-— AN ae Sa be 
—— a 2 FE . 
_ a A ae 
3 nN ee ee 
ees S ra » ‘bee — 2 
ees +(e bh 7 ? al oe 
et ee / as 9 
. ee i oa — | 
aa an 7 a 
ae Se 
: 2 ae. Pe ee es Sea P 
. A. . Ma oa. - 
ae aa 5 _— “ST .— —e . " 
Beeecne eS) 
on 
ie Po a aka i a a ie . ea ¥ 2 ; i or oe 
= ae a aa Lake) “ee Po ee rae ; ee % Pee Bl RE cea ee ey 
ane eee Pome fem .. =: gee: hel Eo ge te a RG 
i a | aa Sa er 7 ee > nes 2 . ae to fe el a“ a, I = iT aes 


ployee 
D pera- 


re the 
cilities 
prom- 
ts and 
nega- 
isually 
' post- 
ma jor- 
‘Onsid- 
n—ap- 


ments 
t lines 
better 
a start 
z good 
equip- 
lat can 


1 some 
ce that 
orking 
r noted 
ably be 
usually 
1g con- 


f oper- 
pletely 
e effec. 
nd then 
as the 
known 
ng con- 
and the 
for con 
S, how- 
if they 
e to do 
s effort. 
ce oper: 
number 
knowl 
resigt- 
present 


ntury. 


aber, 14 


Reception room and outer work room accommodating thirteen employees, as against five before 


In Same Space 
90% 
More People 


By Kimball Darby 


3% TEACHERS Insurance & Annuity Associa- 
tion of America, like so many other companies, 
was faced in 1946 with a typical problem—an 
increase in the number of employees and the 
volume of work during and since the war period, 
but no corresponding increase in work space. 
The amount of space available to the Association 
was the same as in December, 1943, and the num- 
ber of employees had increased from 81 in that 
year to 125 in 1946. 


Foreseeing some years ago that its growth 
would be rapid, the Association had made ar- 
rangements with the Guaranty Trust Co. of New 
York to take over the entire ninth floor of its 
building at 522 Fifth Avenue portion by portion 
as its needs dictated. However, necessary New 
York State Rent Control regulations intervened 
and the Guaranty Trust Co. could not clear this 
space. 


By May of this year, all available space had 
been utilized—‘‘crammed” is perhaps a better 
word—and there was no room available for the 
additional employees needed. Prizes were offered 
to employees for their suggestions as to how the 
space available could be better used. The most 
practical of these suggestions were incorporated 
in a blueprint prepared by a firm of consulting 
architects, and remodeling commenced after re- 
ceipt of government approval. Here is a list of 
the number of space-saving devices that were 
used: 


1. Part of the main building hallway was en- 
closed and now serves as a reception room. 

2. An outer office, 800 square feet in area, had 
accommodated four secretaries and a reception- 
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College Service Department in space formerly given to three offices 


ist prior to the change. By constructing the new 
reception room in the hallway and making more 
efficient use of wall and passageway space, this 
room now can acccommodate 13 girls and the 
main passageways. 

3. Six wood- and glass-partition offices were 
cut back 3 feet on the front, thereby providing 
225 additional square feet at the sacrifice of “pac- 
ing room” for the officers concerned. 


4. Three narrow, crowded washrooms for the 
girls were demolished, and one attractive wash- 
room now takes the place of former dead storage 
space. Other employee facilities were improved. 

5. One area of 800 square feet gave consider- 
able promise of better utilization at the sacrifice 
of private offices. The area contained only three 
offices and a long corridor. The three offices were 
those of the college service department of the com- 
pany. The officers in this department have fre- 
quent conferences with college trustees, presi- 
dents, or business officers seeking information on 
retirement or insurance plans for their employees, 
and with individual college professors wishing to 
discuss their personal insurance problems. The 
problem was whether this area could be opened 
out to accommodate four officers and four secre- 
taries and yet be made acceptable to visitors. 
The step was taken; the walls were torn down, 
and to the Association’s great satisfaction the new 
plan has proved feasible. 


The floor of the enlarged room was covered 
with a heavy cedar rose carpeting, the ceiling was 
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soundproofed, and noiseless typewriters were in- 
stalled. A large portrait of Andrew Carnegie, 
the “patron saint” of TIAA, was hung over a 
redecorated fireplace at one end of the room, and 
prints of famous college buildings are being ob- 
tained for decoration. The worries about whether 
or not the room would be acceptable to visitors 
have proved unfounded; comments of all visitors 
have been most favorable regarding the new ar- 
rangement which has been worked out. 


The excessive crowding of employees had 
created a number of disconcerting noise prob- 
lems. Addressograph machines, continuous form 
check-writers and the like had been added in a 
small machine room until the noise was deafen- 
ing. The ceiling of this room was soundproofed 
and the room was closed off from other areas. 
Crowding had narrowed a main passageway until 
it pressed upon the telephone switchboard; the 
switchboard was moved to a quieter location. The 
accounting and policy-writing departments had 
expanded until they almost surrounded the noisy 
mailing section and postage-meter machines; the 
mailing department was moved to the far end of 
the filing section so that the rows of files would 
break up and reflect much of the sound to the 
ceiling. 

Lighting in some work areas was not satisfac- 
tory. Installation of fluorescent lighting was 
considered but discarded as impractical because 
of the emergency nature of the changes being 
made. 
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Improvement of the lighting situation thus re- 
solved itself into placing available incandescent 
light outlets so as to avoid shadows made by files, 
adding a few new outlets, installing new shades 
to give greater direct illumination in filing and 
work areas, and redecoration. The walls were 
painted a very light green in place of the original 
buff. Door frames, wood partitioning, safes, and 
built-in bookcases, were painted the same light 
green in place of the former dark and dull 
mahogany. 

Doors, window sills, radiators, baseboards were 
all painted a darker green than the walls, but 
afford much greater reflectivity than the former 
mahogany. Light-meter tests show that the re- 
flectivity of the redecorated walls is much higher 
than the former color, with the additional satis- 
faction given by the restful qualities of green. 


Gratifying results 


The changes were made to solve the problems 
of office crowding facing most companies today. 
Secondary results have been gratifying. Em- 
ployees seem pleased with the arrangements, 
many of which they suggested. Space and facilities 
are now available for some additional, employees. 
Reduction of crowding has enhanced the efficiency 
of personnel and the appearance of the area has 
been considerably improved. 


CHICAGO SEMINAR 


@ Fifty companies already have contracted 
for space for the Office Equipment Display to 
be held February 3rd-5th, 1947, in conjunction 
with the 1947 Office Management Associa- 
tion of Chicago Seminar at the Stevens Hotel. 


The Seminar is sponsored jointly by the 
Office Management Association and North- 
western University. 


Officers who are planning for these two 
major events are: Harold J. Roth, Common- 
wealth Edison Co., who is the Seminar chair- 
man; Kenneth W. Moore, Chicago Title & 
Trust Co., who is the chairman of arrange- 
ments; William M. Haddow, Northern Trust 
Co., chairman of program and publicity, and 
T. J. Manzke, Pure Oil Co., chairman of the 
office equipment display. 


The program committee is headed by Al- 
bert F. Hagedorn, Bauer & Black Division of 
Kendall Co., and Dr. W. R. Spriegel, North- 
western University. 


The theme of the Seminar, according to 
Chairman Roth, will be "Service—Stability— 
Salaries" of the office. 


Part of Actuarial Department, where quiet calculators are installed, and five desks added since 1943 
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Photos by Ezra Stoller, N. V 


Entrance to Reception Center at Time, Inc. 


Well-planned Reception Center 
Handles 5000 Visitors Monthly 


By Andrew Duane 


% AWN enlightening exhibition of how a well- 
planned reception center should look, and how it 
should operate, may be had by an inspection of 
the pleasant, well-designed reception center which 
Time, Inc., has established on the main floor of 
its building in Rockefeller Center, New York. 

Nearly 5,000 visitors a month have business 
with this important company, publishers of Time, 
Life and Fortune magazines, as well as “The 
March of Time” cinema and The Architectural 
Forum. Their reception center has been planned 
to handle this traffic efficiently, and to make each 
visitor feel individually welcome. 

For it is the experience of this publishing house 
that a reception hall should be so designed that it 
is highly functional as well as decorative. Time, 
Inc., has devoted considerable care to the layout 
of this unique room. As the publishers point out, 
the reception center is simply an extension of 
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their circulation, advertising, and other working 
offices. 


The functions of the reception center are 
divided into three principal operations. The 
reception desk handles all the normal flow of 
traffic—visitors who wish to see specific person- 
nel, apply for employment, ask guidance on sub- 
mitting manuscripts, contact the office manager 
or purchasing agent, or make other inquiry. Off 
to one side stands the subscription desk where 
subscriptions are accepted, changes of address 
noted, and back issues found when requested. At 
the far end of the hall there is a quiet balcony, 
known as the subscribers’ library, where visitors 
may study bound volumes of past issues, or con 
sult with the librarian in charge. 


The librarian also presides over the informa 
tion desk, which invites and handles queries from 
visitors. These questions may range from “Where 
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can I find a good Chinese restaurant?” to “When 
is Easter Sunday in 1947?” Most of the inquiries, 
of course, are for more material and prosaic 
information, but a few recent questions were: 

“How can I get a part-time job in India?” 

“Where can I buy sea-shells in New York?” 

“Where can I get a Russian portable type- 
writer?” 

“Who was ‘Lemonade Lucy’ ?” 

(Your repoter, intrigued, sought the answer 
to the last question himself, and was informed 
that she was the wife of President Polk, who 
abolished drinking and dancing from her White 
House receptions!) 


A clearing house 


The reception center room itself is about 90 feet 
long, 22 feet wide, and two stories high. Although 
not cluttered, it contains an astonishing number 
of devices for serving the public and fulfilling its 
prime function as a clearing house for visitors 
and employees. For example, there is a built-in 
wall-projected Movieola which presents, on a day- 
light screen the latest issues of “The March of 
Time.” 

The furnishings of the room are warm and 
inviting. Soft chairs and sofas, modern in design 
and light in weight, are grouped in friendly, 
informal array. Reading lamps spill pools of light 
in all corners. Low coffee tables carry copies of 


the current issues of the magazines to beguile the 
waiting visitor. Newspapers from the principal 
cities of the United States are flown in daily, and 
a commodious writing desk amply supplied with 
stationery is available. For the visitor who ex- 
presses an interest in the workings of Time, Inc., 
booklets are provided which describe the history 
and operations of the company, as well as the. 
individual magazines. 


Exhibits 


Exhibits of many kinds are arranged by a staff 
member who was formerly associated with the 
Museum of Modern Art. Paintings especially 
commissioned for Life, important color photo- 
graphs made for Fortune, or simply an exhibition 
of excellent posters, such as those collected by one 
of Time’s correspondents during his stay in war- 
time Moscow, decorate the walls. The exhibits are 
changed frequently, so that a visit to the center 
continues to be a stimulating experience. 

Time, Ince.’s, functional, inviting reception 
center is an integral part of the company’s long- 
time policy of inviting its readers to take an 
active interest in the magazines they support. 
Other companies, in other fields, might find this 
practice invaluable, and study whether their own 
reception rooms are simply places where people 
wait, or whether they actively help extend the 
company’s personality and services. 


There's always something to intrigue the visitor at Time, Inc., Reception Center 


, 
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Fig. |. Termination of Employment or Transfer Order 


— as 


% THE task of controlling several manufactur- 

ing divisions, located at considerable distances 

from the main office, presents a variety of prob- 

lems different from those encountered in single 

unit organizations where the plant and main office 

are together. The North American Refractories 

° Co., in common with many other industries, has 

Routine a situation such as this in operating ten firebrick 

plants and fifteen clay, ganister and coal mines 

and quarries, located in Pennsylvania, Kentucky, 

Re ports Missouri, and Ohio, with the main office in Cleve. 
land, Ohio. 

To assist main office management in maintain- 

Of a ing effective control of plant operations and to pro- 

vide the various departments in Cleveland with 

necessary information, the plants are requested 


Refra ctor es to submit routine periodic reports on standard 
forms, wherever practical. 

One of the more important records is a daily 

C report on labor which comprises the largest item 

om pa ny in our manufacturing cost and accordingly is 4 

matter of prime importance. This report enables 

management to determine operating progress and 

By N. L. Schucard also provides the accounting department with 

With North American Refractories Co. Ey labor cost figures which are entered in the 

accounting records. A complete daily analysis 

of labor costs and manpower used is shown for 

each manufacturing process; also unit costs for 

current and comparable periods. The daily report 

also indicates the types and quantities of brick 

manufactured, production losses, quantities of 

brick handled in each process, and related sta 
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RTH AMERICAN 


-- aK: 


RFFRACT 


OAm ray UCTIONS P 
NORTH AMERICAN REFRACTORIES CO 
WAGES PERIOD ENDING 


NAME : 
AMOUNT EARNED 
LESS: MINER'S SUPPLizs sg 


Fig. 2. Payroll draft form 


tistics, together with plant manager’s remarks on 
abnormal or unusual operating conditions. 

Accounting for raw materials and supplies, 
cleared through inventory accounts, is handled in 
a similar manner on standard forms sent to the 
main office at the end of each month. 

Uniform reports are also submitted for physical 
inventories of finished stock and supplies, labor 
turnover, overtime penalty, wage rate schedules, 
shipping manifests, stock requirements, produc- 
tion losses, payrolls, and other phases. 

One of the report forms installed to combine 
several similar forms is the Termination of Em- 
ployment or Transfer Order, ijlustrated in Figure 


Fig. 3. Daily Truck Operating 
Record 
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1. Prior to the time this form was adopted the 
plants furnished separate reports on employees 
terminations to. record the employee’s service 
history, determine reasons for and rates of labor 
turnover, provide separation data for state and 
federal wage reports. These various reports were 
added during the past several years by different 
departments as the need for employment statistics 
increased. The form shown in Figure 1 pro- 
vides information which meets the foregoing re- 
quirements. It is made up in pad form with four 
copies to a set, each copy being a different color. 
The original copy remains in the pad and the 
remaining three copies are perforated at the 
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binding so they are easily detached. The original 
copy is retained by the department completing 
the form, duplicate copy is submitted to the plant 
office, triplicate copy is given or mailed to the 
employee, quadruplicate copy is sent to the main 
office. 

The payroll draft form was also revised to 
simplify and expedite payroll work. Before the 
change was made the payroll draft had two 
detachable stubs listing the employees’ earnings 
and deductions. The duplicate stub, a carbon 
copy of the original, was detached before the 
drafts were issued to the employees, and for- 
warded to the main office. These draft stubs were 
used to determine the drafts outstanding at the 
end of each month. After that work was com- 
pleted, the earnings and tax deductions for each 
employee were machine-posted from the payroll 
stubs to the employees’ earnings record. With this 
procedure the posting of the earnings and tax de- 
ductions were delayed until the payroll draft 
reconciliation was completed and resulted in a 
peak load of work in preparing state and federal 
wage reports within the allotted time. 

To remedy this situation, the payroll draft form 
was altered by adding to the original and dupli- 
cate stub, a triplicate copy which only shows the 
net amount of the draft and the draft number 
(Figure 2). The third copy of the stub is used 
at the main office to record the drafts that clear 
through the bank and the duplicate copy can 
be used without delay in preparing the employee’s 
earnings record. 


A change in method was also made in the work 
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of posting to the employee’s earnings record. As 
previously mentioned, we formerly machine posted 
the employee’s earnings and tax deductions for 
each payroll period to the individual earnings 
record and took quarterly and annual totals of 
wage and tax amounts. The revised procdure js 
to accumulate each employee’s payroll stubs for 
the quarter and run totals of the wages and taxes 
withheld which are entered on the employee's 
earnings record. Obviously, this method elimi- 
nates the work of machine posting wage and tax 
amounts from each payroll stub to the earnings 
record and also the possibility of posting errors. 


Truck operating record 


To supplement cost report information on motor 
vehicle operations, shown in total, we use the 
form Daily Truck Operating Record, illustrated 
in Figure 3. The report is made up in pad form 
with pages perforated at the margin. The fore. 
man in charge of trucks completes the forms and 
delivers them to the plant office. At the end of 
the month the plant sends a summary report for 
each truck to the main office, where the cost of 
insurance, license and depreciation are added to 
determine the total operating cost of each truck. 
This report indicates what use is made of the 
truck, the cost of the operation it performs and 
also when replacement is advisable. 


All report forms are scheduled to arrive at the 
main office on specified dates to facilitate closing 
of the books and preparation of the monthly 
financial and detailed cost statements. 

We endeavor at all times to obtain the maximum 
amount of information on the least number of 
standard simplified forms and accordingly, we 
make periodic examinations of the forms, com- 
bining them wherever possible to eliminate un- 
necessary reports, as requirements change. 


“I'VE GOT IT, DOCTOR!" 
Telephone conversation recording use of dictating machines, familie 
to many an office, gets dramatized on radio by Charlotte Manson 
and Matt Crowley, stars of the CBS radio feature, "Road of Life. 
Miss Manson, who plays the part of Dr. Carson McVickers, is assut 
ing her associate (Dr. Jim Brent) that through the Dictaphone ¢ 
phone recorder she has a complete account of his telephoned 
diagnosis of an "emergency case." 
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Efficient tickler file is best insurance that important tasks are completed unfailingly on time 


About Tickler Files 


By George W. Peak 


Staff Member, Griffeinhagen & Associates, Consultants in Management 


Definition: 
% A TICKLER file of materials is one arranged 
chronologically according to certain future dates 
at which the materials are to receive attention 
by some person or persons. It is hard to say how 
the designation “tickler file” originated. Probably 
it was derived from the word “tickle,” applying it 
to memory in a sense similar to that in which it is 
used to apply to physical sensations. The word 
“tickler” is accorded such a meaning in one of 
its dictionary definitions. Another of the diction- 
ary definitions of “tickler” gives it the meaning 
in which it is used in the opening sentence. 
Tickler files are known by a variety of other 
names. In some offices, they are called suspense 
files. In other organizations, they are known as 
follow-up files. In still other places, they go by 
the name of reminder files. There are probably 
still other names for the same type of thing. 


Types of Ticklers: 

Tickler files may be classified in at least four 
different ways, as follows: 

1. According to the period or dates covered. 

2. According to the persons or offices for whom 
maintained. 
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3. According to action to be taken. 

4. According to the physical characteristics of 
the materials to be tickled. 

This main classification serves as the basis for 
the discussion of various features of tickler files 
that come next. 


Period or Dates Covered: 

If classified according to the period or dates - 
covered, tickler files are of two main types. They 
may be provided for definite dates, or they may 
be required for indefinite dates. 

Definite dates: This first type may be further 
subdivided as to kind according to the intervals 
between dates. In other words, provision may be 
made for daily ticklers (the most usual type) or 
for weekly, monthly, or annual ticklers. There 
is need in some quarters for ticklers covering 
shorter time intervals such as hours, or even 
minutes; and at the other end of the scale there 
is some need for ticklers covering decades or even 
longer intervals. 

General correspondence ticklers and incoming 
shipment advice ticklers are good examples of 
those for which a daily interval is usually em- 
ployed. A machine check-up or maintenance 
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schedule arranged by weeks affords a good exam- 
ple of a weekly interval tickler. A department 
vacation schedule is often arranged in advance 
on a monthly basis and consulted at the first of 
each month so that appropriate action may be 
taken as to rearrangement of work or as to 
temporary replacements. Consideration of salary 
adjustments and consideration of insurance cov- 
erage are good examples of ticklers that might 
be placed on an annual interval basis. Anniver- 
sary celebrations and some special advertising 
are examples of tickler needs applicable to even 
longer intervals of time. 


Short time intervals 


At the other extreme are ticklers for very short 
time intervals. Hourly ticklers are quite com- 
mon, the most familiar one being the appointment 
calendar for the day. Or, as one self-styled 
humorist put it, a good secretary will tickle you 
in more ways than one. Ticklers for even shorter 
time intervals than hours are often needed for 
busy executives. Those who have cooled their 
heels in the office of a president of a large corpo- 
ration or of a mayor of a large city do not require 
any further demonstration of the need for split- 
second timing. , 

In many cases, of course, most tickler needs, 
regardless of time interval, can be handled by 
one file. For example, daily, weekly, monthly, 
and annual intervals can easily be covered by one 
set of guide cards. The appointment calendar, 
like the alarm clock, can be used for hourly or 
lesser intervals. However, in some cases, use of 
special tickler files or devices will be more con- 


venient than use of the regular tickler. Care must 
be taken, in such cases, to see that the convenience 
of the special file or device is not outweighed by 
the danger of overlooking it. 

Indefinite dates: Ticklers of the indefinite date 
variety almost invariably arise from a need for 
a reminder contingent upon the turn of some 
action related to the tickled subject. For example, 
a tickler may be required to remind a purchasing 
agent to call on The Hand-In-Glove Co. the next 
time he is in Waucrybabe on other business. His 
next trip is not scheduled for a definite date, but 
the tickler is needed just the same. Another 
example may be found in sales letter writing. 
Prospect Bicarbonate is a hopeless case of sales 
resistance until Prospect Sidecar becomes a cus. 
tomer. At that time, whenever it is, it is impor. 
tant to remember about Bicarbonate. Many other 
examples could be cited. 


Indefinite date 


It is apparent that the indefinite date tickler pre. 
sents a more difficult filing problem than the def. 
nite date type. About the only satisfactory method 
is to file the indefinite date tickler by date. This 
seeming paradox is solved by so marking the 
tickler that it will receive attention periodically, 
say the 15th of each month or the first of each 
week. If the contingent event has not taken 
place, the tickler is replaced in the file for another 
similar period, re-examined after the elapsed time 
interval, and so on until it serves its purpose or 
until the likelihood of the occurrence of the con- 
tingency disappears. This expedient raises the 

(Turn to page 66) 


Good tickling can bring office order out of chaos 


aa i a eee 
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Where Are the Girls ? 


By A. R. Rohrer 


President, Acorn Employment Service, New York 


*% WHERE are the girls? 

This is a question that is being asked with 
increasing frequency by personnel managers, em- 
ployment managers, and employment bureaus. 
For many months there has been a marked defi- 
ciency of typists, stenographers, women clerks, 
secretaries, telephone operators, and reception- 
ists. Far from getting better, the situation has 
become so serious that many employment agen- 
cies have been compelled to curtail or close their 
women’s department. At a recent meeting of 
agencies in the metropolitan area, this matter was 
discussed at some length and it was found that 
all agencies reported the same bewildering diffi- 
culty in obtaining female help. Personnel man- 
agers of both large and small companies are also 
complaining that they have used, without success, 
every means at their disposal to attract female 
workers. 

Where are the girls? It is hard to believe that 
civilian industries have absorbed all the girl 
white-collar workers released from war plants 
plus the supply usually available during normal 
peace-time operations, yet this seems to be the 
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case. There are, of course, other explanations, 
though which of these is the true one is still a 
matter of conjecture. 

One explanation that has been offered is that a 
good number of girls have found it more prof- 
itable to stay unemployed. By using, or rather 
“abusing,” unemployment insurance they are re- 
ceiving a weekly income which is not much less 
than their normal take-home pay after taxes have 
been deducted. Furthermore, if they are the 
least bit clever in ducking work, they can be sure 
of this income for six months and still have plenty 
of leisure on their hands. It is impossible, of 
course, to say or even guess how many girls are 
actually indulging in this practice but it is cer- 
tainly obvious that more than a few must suc- 
cumb to the temptation. 

There is, admittedly, one catch in this explana- 
tion. Not every person is entitled to unemploy- 
ment insurance. Only those workers who have 
actually been discharged by their former em- 
ployer are permitted to receive the insurance. A 
worker who has voluntarily resigned from his 

(Turn to page 62) 
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Board Room, East River Savings Bank of New York fi 


Keeping a Bank Staff Informed ! 


By Grace Buckley 


% “WHAT do you think of this folder your 
bank mailed me, Jim? Do you think this new 
plan would help me?” 

When a customer of the East River Savings 
Bank of New York puts such a question to a 
friend employed in the bank’s offices, there is no 
chance that his enthusiasm will be quenched by 
a reluctant admission that the latter is unac- 
quainted with the folder and the plan it features. 
Instead, the customer finds the bank employee 
thoroughly informed about the new service and 
its benefits for him. 

For Miss Dorcas Campbell, director of the pub- 
lic relations department of the East River Sav- 
ings Bank, has developed an interesting system 
that keeps trustees, executives, department heads, 
and their employees in constant touch with new 
plans and the advertising featuring them to the 
public. 

Executives and employees, for instance, are 
regularly shown actual specimens of the new 
booklets, direct-by-mail pieces, and car and bus 
cards that the bank employs in publicizing its 
service. Some of this material is included in the 


more varied exhibits arranged in the Board Room} & 
for the weekly meeting of trustees. 


Printed slips are attached to folders or similar 


These slips prove useful in calling 
attention to material 
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material mailed to customers or brought to the 
attention of members of the bank’s personnel. 
The three slips in use, developed by Miss Camp- 
bell as a solution for wartime shortages of paper, 
have proved so helpful in eliminating unneces- 
sary correspondence and memos that they have 
been made permanent. All are imprinted with 
the eagle trade mark of the bank, a detail that 
adds dignity and interest. 

One, a yellow oblong slip enclosed with mate- 
rial for customers, has space at the top for the 
recipient’s name with the statement below, “This 
is the material you requested. We hope that you 
will find it interesting and useful.” 

A catchy couplet that obtains attention, “Here 
is Something New That Will Interest You,” is 
printed on a square blue slip which is clipped to 
material distributed to executives and employees. 
Space at the top is provided for the name of the 
recipient, and the notation, “From Public Rela- 
tions Department” is printed below, to save time 
in preparing the form. 

A small green slip, captioned “More About 
Us,” is attached to magazines or books ‘containing 
material relating to the bank, which are routed 
to executives. Numerals indicating the pages, 
following the printed notation, “See Page —” are 
filled in with red ink, their conspicuousness insur- 
ing quick location of the material. 

Exhibits on bulletin boards in the bank’s de- 
partments also keep the personnel informed of 
new plans and publicity. Bus and car cards, for 
example, are mounted and posted on the boards. 

New cards are also featured in exhibits posted 
in the Board Room for the weekly meeting of the 
executive committee and directors. Interesting 


newspaper advertisements and new folders or 
other direct-by-mail pieces are frequently in- 
cluded, as well as letters received from individu- 
als praising the bank’s service. Magazines and 
trade journals in which the bank advertises are 
displayed on a table. 

Charts and maps showing where outdoor adver- 
tising is placed, and pictures of the bank’s window 
displays featuring material of historic and artistic . 
interest are sometimes highlighted in the Board 
Room. 

Once a year the public relations department 
channels communications to former trustees or 
to their descendants, informing them of new de- 
velopments within the bank and conveying its 
good wishes. Replies from members of this group 
are often so interesting that they are posted in 
the Board Room. 

When a granddaughter of one of the bank’s 
most noted former trustees, the late Andrew 
Carnegie, recently passed away, her last letter to 
the bank, with newspaper clippings regarding 
her death, were placed in the Board Room. 

A record of all material displayed in this loca- 
tion or distributed to the bank or to customers 
is kept in the public relations department. 


A growing library of books and special mate- 
rial, centralized in the public relations depart- 
ment, fosters interest in finance and banking and 
familiarizes employees with the background and 
accomplishments of the East River Savings Bank. 

The collection, which started informally with 
a few volumes, has now grown to about 350 vol- 
umes, and proves very valuable in connection 
with investment or research problems. 


‘(Turn to next page) 


In this East River Savings Bank reception room tables display samples of Bank's informational material 
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There are many specialized reference works 
and others of a more general nature. Technical 
books, prescribed in extension courses given by 
the American Institute of Banking, may be bor- 
rowed by employees. Biographies of noted finan- 
ciers and books about the Wall Street scene are 
numerous. 

The many manuals of office operation and prac- 
tice used in different departments of the bank— 
eight different manuals are used—are assembled 
in one important collection. Their centralization 
for easy reference is especially helpful when new 
manuals are being prepared. 

Another collection includes many historical 
pamphlets and anniversary booklets issued by this 


and other banks. 


material. 


which will be brought out in 1948. 

Books and magazines written by staff members 
or trustees of the East River Savings Bank are 
also assembled in the library. One of the bank’s 
well-known authors, incidentally, is Miss Camp. 
bell, public relations director, who wrote ““Women 
in Banking,” published in 1944, and “Your Career 
in Banking,” to be published in April, 1947. 


Another Unusual New Desk 


% ADD to the two postwar desks shown in these 
pages last month this new one from the Leopold 
Co., of Burlington, Iowa. 

The desk is designed to form part of a suite 
featuring a companion table, occasional table and 
bookcase cabinet, as well as the accompanying cos- 
tumer and basket. The desk, itself, has an alter- 
native construction. It can be built with confer- 
ence overhanging top in lieu of the utility slide. 

The desk was designed by H. Allan Majestic & 
Associates and is offered in the 72x36-inch size. It 
is built in Prima Vera with a Prima Vera Formica 
top that is cigarette proof and alcohol proof. The 
desk is mounted on adjustable glides giving a 
height range from 29 to 3014 inches. The upper 
right hand pedestal is for correspondence and is 


equipped with a Pendaflex file. The upper left 
hand drawer is equipped with trays for pencils 
and other accessory items. 

There are three extension slides, one on each 
end, and one on the back for convenience in secre- 
tarial dictation or for a visitor’s use. 

The turret, which is optional, is equipped with 
an especially built radio, a Swiss clock, a fountain 
pen, interdepartment telephone connections, a 
two-way ash tray for host and visitors, and a two- 
way correspondence file. 

The pedestal units are interchangeable, permit- 
ting many varieties of arrangements, which in- 
clude combinations for correspondence, telephone, 
refrigeration, filing capacity, and a number of 
other equipments. 


New Leopold desk 
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This is available on loan t% 
other banks and special libraries as well as to the 
bank’s own personnel and is frequently referreg 
to by business customers preparing historical} 
The collection is invariably helpfyl 
when the bank issues new publications, as for 
instance, the one hundredth anniversary report, 
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RIGHT: 

FOR THE UP-TO-DATE MAILROOM. Two new features are 
incorporated in this new USPM letter scale manufactured by Com- 
mercial Controls Corp., Rochester 2, N. Y. The chart has been 
revised to show the new five-cent rate on domestic airmail. 
The computations per ounce are carried across the face of 
the chart to the full capacity of the scale. The graduations on 
the inverted fan-shaped chart are easy to read. A new, convenient 
V-type platform has been designed for this scale, making it possible 
to hold envelopes of any size, packages of any shape, and round 
mailing tubes. An adjustable check link insures weighing accuracy 
regardless of position of the load on the platform. 


RIGHT: 

THE LATEST CONTRIBUTION to the problem of selective sort- 
ing is the Keysort Selector, just introduced by the McBee Cc., 
295 Madison Ave., New York. It is designed for use with the com- 

ny's Keysort cards. It is easy to operate and is adaptable to 
toe and small sorting problems. It will accurately sort out desired 


cards from a few hundreds or many thousands. An added advantage 

is that the desired cards may be sorted without disturbing the 

filed order of the balance of the cards. Sturdily built and finished 

— gray. It folds into a compact unit for storage when not 
use 


LEFT: 


RETRACTABLE. Eversharp, Inc., 1800 Roscoe St., Chicago, 
has just now introduced a new gold ball pen, that does not 
have the conventional type of removable cap. The pen 
looks as ifit had the usual cap, with the carrying clip at- 
tached. You press the cap down to eject or retract the 
sphere writing point. In writing position the sphere extends 
outside the barrel; in carrying position it rests inside the 
barrel, protected from dirt or damage. The new pen holds 
a hard rubber cartridge filled with a specially-developed 
type of permanent ink. The fluid is fed to the sphere by 
capillary action, and is rolled onto paper, cloth, or other 
surfaces. The capillary action in the new pen is the same 
as in the CA pen, but because of the mechanical movement 
in the retractable model, the sphere point has been at- 
tached to the cartridge itself. A new ink cartridge with the 
sphere attached is available if the pens need refills. Gold 
filled, the pen retails for $25; in solid gold, at $100. Refills 
in various colors are available at $1.50 if the old cartridge 
is returned; and $2.50 if not returned. 
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BELOW: 


DOUBLE DUTY PUNCH from the New England Paper 
Punch Co., Natick, Mass. This Clix punch adjusts instantly 
for punching two or three holes with a single squeeze. 
Adjusts by snapping button. Punches '/s-inch holes set 
2%, inches apart for 2-inch hole needs and '/,-inch holes 
spaced 4!/, inches apart for 3-hole needs. 


ABOVE: 


THE FILE-AWAY from How-Art, Inc., 17 East 49th St. 
New York 17. Has suspension cover that locks; when it 
is not in use it slides out of the way behind the file. 
Has padlock attachment to lock file; 25 hanging folders 
and inserts riding on cover tracks; amber tabs, A to Z, 
already inserted and tilted at a 45 degree angle; strong 
steel casters. Shipped set up, packed one to a carton. 
Width, 14 inches; depth, 19!/g inches; height, 28 inches 
‘including casters. Immediate delivery. Retails at $21.75 
complete. 


RIGHT: 


PROPER DRINKING FACILITIES will help you maintain efficiency 
and good working conditions for employees. This new electric 
Kelvinator water cooler, just announced by the Ebco Mfg. Co., 
Columbus 8, Ohio, delivers properly cooled drinking water at a 
rate of ten gallons an hour. This model features angle-stream type 
of bubbler valve. The lever-handle operates with a slight touch. 
The valve is self-closing, has automatic stream control, and a 
chrome-plated. bubbler guard. It does not squirt or clog and is 
screenless. This cooler has a sparkling white porcelain enamel top. 
The base is of a heavy gauge, corrosion-resisting steel with black 
baked enamel finish. It is 15!/4 inches wide by 15!/2 inches deep 
by 43'/ inches high. It operates quietly. Electrical requirements 
are 110 volt, 50 or 60 cycle, single phase, alternating current only. 
Approximate shipping weight is 200 pounds. Priced at $225, f.o.b., 
Columbus, Ohio. 


LEFT: 


IT'S THE HUMIDITY, not the heat, which causes the discomfort 
in your office. With this new air-conditioning unit, the Amcoil 
Comfortaire Conditioner, developed by the American Coils Co., 25 
Lexington St., Newark, N. J., you can remove the moisture from 
the air without over-cooling. The company says the new unit is 
self-adjusting, and permits more cooling on hot, dry days, and more 
removal of moisture on cool, humid days. The unit operates on the 
principle that vapor pressures equalize themselves. A cooling coil 
inside an enclosure creates a low vapor pressure area. Air with 
moisture in the form of vapor entering the unit is attracted to 
this low-pressure area through small openings in the coil enclosure. 
There it condenses and is drained off. Air thus relieved of its mois- 
ture content flows past the enclosed coil without contacting it, 
and mixes below the coil with such small ts of cooled air as 
entered the coil chamber by molecular attraction with the original 
vapor. The mixture emerges into the room at a degree of 
sensible and latent heat most conducive to comfort. The company 
says the unit is economical to use. It is available in two models. 
A booklet describing both models is available. 
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BELOW: : 

LIGHT ON LIGHT. The full-color folder 
shown here has been prepared by the Edwin F. 
Guth Co., 2615 Washington St., St. Louis, 
lighting equipment, 


Mo., manufacturers of 
for anyone interested in , oe lighting. 
booklet contains data disclosed by the scien- 
tific research made for the recent installations 
at the U. S. Military Academy, West Point. 
The entire installation was planned on the basis 
of careful lighting and eyesight studies. These 
studies should serve as helpful guides in select- 
ing better illumination. Free copies are avail- 
able from the company. 


ABOVE: 

TOP TEAM. Walter Vieh, president of Tel-Autograph Corp., 16 
West 6st St., New York, holds records showing the sales standings 
of its two top salesmon, P. B. Pedersen (left), Philadelphia branch 
manager, and C. M. Huber, Detroit branch manager. Alice Drew, 
advertising manages of the firm, looks on. 


ABOVE: 


NOT A PEN, not a pencil, not a stylus, but a fine writing 
instrument for certain purposes, says the W. A. Sheaffer 
Pen Co., Fort Madison, lowa, of its new Stratowriter. The 
spheric writing tip writes on wet paper, cloth, and leather 
without smearing. It writes at 130 degrees in the shade or 
at below freezing temperatures. You can apply all the 
pressure you want when making multiple carbon copies. 
The Stratowriter is capless, has an instantly retractable point, 


and positive locking action. It uses high viscosity Strato-Ink, 
making frequent filling unnecessary. The writing, a perma- 
nent blue-black, dries instantly. This new writing instrument 
doesn't leak, and writes silently and smoothly. It retails for 
$15, Federal tax included. The company says it writes many 
months or years without replacing the writing unit. The 
writing unit can be easily and correctly replaced without 
soiling the fingers. 


BELOW: 

COLORFUL INK BOTTLE CONTAINERS for Sanford Inks 
are faithful replicas of the globe. Made of Bakelite phenolic 
molding materials in red, dubonnet, blue, tan, and green 
for the Sanford Ink Co.. Chicago, Ill. Container consists 
of two sections with the contours of the world molded on 
the surface. The bottom half of each globe includes a 
three-cornered stand which serves to hold the globe in 
position with the ink bottle up. 


ABOVE: 


THE BETTER TO SEE IT. This is the Aqua-Lens, a liquid- 
filled magnifying lens offered by the Aqua-Lens Corp., 5665 
West Madison St., Chicago. Consists of specially processed 
chemical, vacuum sealed by precision grinding between 
annealed, highly tempered lenses. Available in a single 
4inch diameter lens size equipped with a semi-gloss black 
plastic frame and handle. Light weight. To retail for $1.95. 
Other sizes and shapes will be added iater. 
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LEFT: 

A ONE-PIECE SWIVEL BASE for a steel office chair. This 
chair by the Harter Corp., Sturgis, Mich., was introduced 
at the recent NSA convention. This new base will be used 
on all swivel chairs manufactured by the company. Stamped 
from a single sheet of formed metal; has no nuts, screws, 
or bolts, thus doing away with rattles and other noises. 
Arc welded throughout. Base weighs 8!/, pounds. Finished 
in metallic grey, green, brown, grained walnut, and grained 
mahogany. Here an executive chair is shown mounted on 
the new base. 


ABOVE: 

IT'S HOODED! The American Lead Pencil Co., Hoboken, 
N. J., makers of Venus pencils, are marketing a new writing 
instrument, the Venus Hooded pen. The company says the 
pen's patented construction under the hood gives improved 
ink control, resulting in better writing performance. The 
hood traps and stores the ink, keeping the pen point moist 
for instant touch and flow. The pen uses either quick-drying 
or regular ink. Has a gold cap, deep pocket clip, and a 
14-karat gold point under the gracefully tapered hood. 
Retails at $7.50, plus Federal tax. 


BELOW: 

FOR POCKET OR PURSE, the Longview Magnifier. This 
new and unusual magnifier has a long rectangular lens which 
gives clear, magnified vision over a large area: a news- 
paper column can be read at a glance through the magni- 
fier. The optical lens, 3'/2 inches wide, is ground and 
polished in such a manner, says the company, that sharp, 
accurate vision from edge to edge of the lens is secured 
with little distortion. Magnifies 2!/, times. When not in 
use, Longview's lens folds into an attractive Lumarith plastic 
case. From Edroy Products Co., 480 Lexington Ave., 
New York. ° 
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ABOVE: 


NEW LINE OF FILING CABINETS from Lyon Mell 
Products, Inc., Aurora, Ill. There are eleven models, with am 
without general locks, in suspension and non-suspenie 
types. Rounded corners on drawers and crossrails 
bronze handles and label-holders. Drawers have six 
bearings and two floating rollers. Double stops, one sete 
drawer and one set in carrier to prevent drawers ff 
being pulled out and dropped. Drawers have % inch 
to rear. Drawers have hand grip at back for easy 
Follow blocks slide full length: of drawer; do not 
In suspension type: regular height with three letter draw 
and two card drawers; counter height with three lei 
drawers; desk height with two letter drawers. In the lap 
size, two, three, and four-drawer files, 17'/2 inches wide # 
available. In the non-suspension type, two and four-d 
files are available in letter and legal sizes. 4 
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* PROBLEMS arising in the numerous depart- 
ments of Continental Casualty Co. of New York 
are freely discussed and solved by an operating 
committee of eight including all senior depart- 
ment heads, that meets every other week. 

Herbert B. Roth, assistant Comptroller, states 
that this informal group, organized three years 
ago, proves a unifying factor in a highly depart- 
mentalized organization. Among matters consid- 
ered by its members are those relating to per- 
sonnel, promotion, salary administration and 
expansion programs within departments. 

Chairmanship of the committee is rotated to 
afford representation to all departments. Mr. 
Roth served as chairman for one year, one of the 
firm’s vice-presidents, and a representative from 
the claims department have also held the post now 
filled by an executive from the agency department. 

Meetings give executives an opportunity to 


November, 1946 


Home office of Continental Casualty Co. in 


Chicago 


Operating Committee of Eight 
Valuable to Continental Casualty 


By Virginia Kent 


voice complaints when something goes amiss, the 
general discussion leading to determination of 
the actual cause of the delay or error and to steps 
to prevent its recurrence. 

One department head, for example, may bring 
to the attention of the committee delays which 
seem to be occasioned by the policy writing de- 
partment. Discussion may reveal that another 
department is the actual source of the delay. 

Discussions stimulate so keen an interest in 
methods that new or changed procedures are fre- 
quently recommended by the committee to in- 
crease efficiency. 

A form for inter-departmental correspondence 
was, for instance, adopted about six months ago 
as a result of the committee’s study. The top 
sheet of the triplicate form is white, with a carbon 
between this and the yellow duplicate, a second 
carbon between the latter and the third pink sheet. 
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Instructions at the top of the original sheet 
note: “For Inter Dept. correspondence hand or 
typewrite your message. Remove the pink copy 
and last carbon. Send origina! and duplicate with 
carbon to party concerned. They will write reply 
in space allowed, returning duplicate and retain- 
ing original.” 

The original sheet also instructs: “Cover one 
subject only in each letter,” and provides space 
above the ruled lines for the sender’s message for 
noting the name and department of the latter 
and recipient. The lower third of the sheet is set 
aside for the recipient’s reply with the date. 

This form is valuable in eliminating dictated 
correspondence between departments and insur- 
ing copies for the sender’s and addressee’s files. 

The habit of observing even routine procedure 
closely resulted in a substantial saving of time 
when a committee member discovered that a rub- 
ber stamp, used for a number of years on policies, 
could be eliminated since methods of reporting 
information to the home office were changed. 

Discussion of promotions proves helpful in 
clearing up doubts or questions. Free expression 
of opinion by department heads tends to create 
interest in the employee and good feeling that aid 
him in his new post. 

Typical of promotions considered by the com- 
mittee was that of a young man, who had served 
as a Sergeant in the Army, gaining office experi- 
ence. Starting in the supply department of Conti- 
nental Casualty Co., he had shown exceptional 


ability through his own capable work, his willing. 
ness to learn and his initiative in suggesting new 
ideas. In considering his promotion to head the 
policy department, a position usually filled by a 
woman, Mr. Roth wished to obtain the judgment 
of the group. 

Discussing the employee, department heads 
were impressed with his readiness to master 
photostat and multilith processes which he lacked, 
They approved of his success in getting along 
with people and felt that his ability to work well 


himself while organizing the work of a group | 


justified advancement to a supervisory job. Their 
general approval so stimulated interest in the new 
supervisor that he was assured of full cooperation 
from other departments. 

A satisfactory solution for the problem of per- 
sonal ’phone calls, which previously tied up office 
telephones and involved high costs, was worked 
out by the committee. Their recommendations 
resulted in the installation of two semi-private 
pay stations on the first floor where the filing 
department is located and another in the rest 
room. Employees may use these instruments, 
placed in secluded spots for privacy, at any time. 

Office hours were also reduced from thirty- 
seven hours and fifty-five minutes to thirty-six 
hours and forty minutes, through committee sug- 
gestion. The offices had formerly closed at five. 
fifteen but summer closing time was extended the 
year ’round as committee members discussed gen- 
eral trends in the same field and district. 


ADVICE TO SECRETARIES 


Broadway's famous Billy Rose, once a shorthand and typing cham- 
pion, turns up at Royal Typewriter's booth at National Business 
Show to pass on some valuable information to secretaries. Left, 


illustrating proper typing position. Right, pupil Marie Toyer gets 3 
"Don'ts": (1) Don't keep pencil in hair. (2) Don't leave cosmetics 
on desk. (3) Don't wear tight sweater—it distracts the boss. 


SECRETARIES 
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RIGHT: Sales manager's office is 
combined with the company's show- 
room. Shadow boxes and wall con- 
struction are of mahogany, indirectly 
lighted by concealed ceiling lights. 
On two walls floor-to-ceiling figured 
draperies are used. There is a solid 
rose carpet, green leather lounge and 
pull-up chairs, two brown leather arm- 
chairs, and a pedestal type walnut- 
finished desk. 


ABOVE: In general office. Flooring is of rubberized tile in dark 
rose pattern with black border. Walls and woodwork are cactus 
green. Ceiling is of acoustical tile in off-white. The channeled lights 
are of the Neon type. The pedestal desks are of walnut finish. 
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A Model 
Factory Office 


Frank Mashek Co., manufacturer of brief 
cases and bags, catalogue cases, zipper 
binders and cases, and other leather goods, 
recently opened at 1049 South Kildare Ave., 
Chicago, a combination factory and office 
building which has aroused a great deal of 
interest because of its thoroughly modern 
treatment of the various factors involved in 
such a combination. The building is one 
story in height, covers an area of 22,000 
square feet. Left: entrance to the offices. 


eet Met fa 


* 
eee 


BELOW: Private office has same wall and ceiling scheme as in 
general office and hallway, and the lighting is the same. This pri- 
vate office measures 400 square feet, the general: office 900 square 
feet. 


OFFICE MANAGEMENT AND EQUIPMENT 59 


-_— = .  ») 2 ee —_ — << G x" 
ing. ; 
“ii TS bole. “ele a ae | 
: > = = . : 
= N Lie ae Ti & | 
ads | a N20 oe | | q 
; a - it 
ster | [iio \ aE wy a 
7. - | h 
ked, 4 i 3 < ¥ + , ob } eee 
| eh a\ \ Ee <a _ 
ong 7 Ae - < v 
has mm . a : 
| eS a tx \ | 
‘oup é : J) Ys a ¥ ie . 
heir : a Ps. y re 
new fs #F ee > “ite 
tion | i re - ' oe =a 
<a a = a : op ERS calle 
y . “ag 5 = * se i 
per- = n 4 i‘ a fi ” 4 a ¥ *, . 
fice cc - =) 
a ae bak ‘ 
rked : 
ions i ‘ 
vate ia My, : : Eee ; 
ling} Bite 3: oe SB ; 
a ; ‘See ‘ae — Sy i he 

rest “. 1s te gar: a, ee a cass ag ESS ee 2 
ents f : abs , _ a ve > aa dr tant ne Sar i i Re: hy  S 2 
ies . ty > % ¥ rr a: i Fees ean icacy ce Ss e f 
‘im $e : 9S eee ee a 3 EES ihe: PERT. Bite Bi was ron ; 
/ e, x . oi . =e : ea e :. + 2 Bea eet et Riba be ete Ae ale oe 4 
irty- ay ne ae a 60 lClU eras Ste og at ; b: Mt rsa thie 4 : 

ie ee ‘aa Bb Speeta tat tie | Pn hw 

. ; —— BME Rasta’ Bote OBIS BG Ee es 
y-SIX pe ig en . SRE ee a cats eben: ae i Se tetges Aicemeee 5 
: - a % re Sm NE elt Beaks 90 2% BY fe Stere a ok 

sug: | RR seman ears 
. , a . 2. ' ee ae. ae hate ik) eaten pee 

five. j oF ; * , J ‘* ee. vue, 3 St: te TAtaA ae ae 
] h ie 2 : i; - ie ar %. Ps ; te “Me S 3 ned. . £ Pais make se bs g 

the i > | 

aid a i a de ae oR ER Nee BO = Sik. : “ 

- a  . _ ¢° 0 ake eee eee 

a a ? 3a i ae a te i eno 4 
ile a ci oe . a a a4: 2a ee 
lh 8 8H ~ 

gets 3 oa of. a. i » a 
smetics ng : . 7 ee Oe - 
» boss. } it aS es a - is ie = 

eu! 5 eee sy a ; . i, a Pe vy, 
— risk 4 — - a 
: _ ee a —T 
: — ; - . 
ms = y re 4 ee a - , i ’ / 

; ie. % : ; ; . “ z ee ae Ricans 

i = ES f i Ei i : ¢ Se, ae < le oe - z 

; ¥ \ eee ay) | i i i Ae eget ee ‘ 
i 3 aa ‘ eS Beg ae pe | aie FG SS ioe ace 
; x Esp Tee n : iJ , i , EF, a a ali : 

" 38 aS Mg Oy A ee 8 : 

i ms e ‘ 0 ae aoe 1 Sa RA 5 — ¢ ¥ Be = = , 
| len A Ns” : = - es —+ ore | 
sis * . <= a ue a “3 i he : > : ’ 15) i 3 
si te .4 , a a? ¥ ” Py : View . | | j } 
ih z on ie ae a? ; 

: ace ‘ , “Nettie oe / 

: < Age ; 4 e , vg ae . Me 

f 7 * ce a a ke oe ; 
: oy Aaliges x . > i > Dee & [a a te. 

a e 3 Si Ws, 4 <2 a coe aay op i _ e Ms i ae ee 
fae a Pe Sas ae > ; 
ae oe ee ae 
epi Bas fs | ae eR ; 
im 1 eo at ‘4 : - = ae : es 
> ee 
arke: a. . a ; ee c " a \ == ae eae eee. ee ae , ‘i eects. oa aes 4 : ae a 
a Le a aoe . Oh an ‘ Pan cpt oie MER os nee ee oe 3 


sat NO RR ni chaos 


i 


Co ee 
a 


y% ARTHUR E. HALD, auditor of Consolidated 
Edison Co. of N. Y., was elected president of the 
Institute of Internal Auditors for 1946-47 at their 
annual meeting held October 7th at the Hotel 
Roosevelt, New York. 

Mr. Hald succeeds as president of the Institute 
Curtis T. Atkisson, chief accounting consultant of 
Ebasco Services, Inc. 

Victor Z. Brink, vice president, Continental- 
United Industries Co., Inc., was elected first vice 
president; Harris R. Symes, Detroit Edison, sec- 
ond vice president; and David B. Mathias, Bank- 
ers Trust, treasurer. J. K. Laurentz, Brooklyn 
Union Gas Co., has been appointed secretary. 

The annual meeting was a part of the Insti- 
tute’s fifth annual conference. Sessions of the 
conference were attended by executives prominent 
in industrial, banking, insurance, public utility, 
and accounting fields. Of special interest to them 
were a series of papers which were delivered on 
the organization and operation of an internal 
auditing department and its coordination with 
public accountants. 


ene About “The Coffee Hour” 


Editor, OFFICE MANAGEMENT & EQUIPMENT: 

As a representative of the organized coffee in- 
dustry, I was interested in reading a recent article 
in your magazine entitled, “The Coffee Hour,” by 
H. K. Darby. There can be no quarrel with the 
thesis of the article, that unauthorized “time-out” 
periods can wreak havoc with office efficiency. 
Certainly, as a business man myself I do not con- 
done the absence of office boys, secretaries, or ex- 
ecutives when their presence is urgently required 
at telephones and typewriters. 

However, I do question that the practice of 
“morning coffee” has as its basis sheer escapism 
from office routine. Coffee is a harmless stimulant 
that has been proven to increase the capacity for 
both mental and physical work. It relieves fatigue, 
increases accuracy, and relaxes nerves under ten- 
sion. 

Although it is perhaps true that some morning 
absentees are guilty of breakfasting on company 
time, the vast majority of workers seek only a 
cup of coffee for a “pick-up” in mid-morning. 

There are two obvious ways in which the prob- 
lem can be handled. Office managers can forbid 
morning coffee drinking and succeed in alienating 
their employees. As the article pointed out, read- 
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ing the “riot act” has proved merely a temporary 
palliative. Or, as in many progressive offices at 
the present time, a system for providing coffee 
to workers at their desks can be inaugurated. The 
intelligent solution is to see that the employees 
obtain, in the most efficient way possible, the 
morning coffee they want and need. The coffee can 
either be brewed in the office or arrangements 
made to have it sent up from an outside restat- 
rant or caterer at a specific time. If the problem 
is put to office personnel in an intelligent manner, 
with the necessity for attendance during office 
hours stressed, workers will be anxious to coop 
erate with management—as long as there is some 
provision made to obtain the refreshment they 
seek. 

Research study on coffee service in plants indi- 
cates the beneficial effects of at-the-job coffe 
service. The same benefits are apparent in offices 
where personnel are enabled to have coffee # 
their desks. 

J. ROSENTHAL 

Executive Director, 

Joint Coffee Promotion Com 
mittee, New York 
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When you use permanent Skrip for your perma- 
nent records, you get more than the lasting legi- 
bility of this sediment-free, quick-drying writing 
fluid. You enjoy the dual efficiency offered by 
Flow-Control and the Top-Well Bottle. Both are 
exclusive Sheaffer features, designed to give you 
maximum performance, maximum economy. 


Skrip's Flow-Control Pour-Out enables you to 
refill ink bottles without spatter or drip, insures 
smooth, even flow of SKRIP as the bottle is tipped. 
The bottle with the Top-Well allows you to refill 


W. A. Sheaffer Pen Co., Ft. Madison, lowa S H it A a & f R'S 


Novembe-, 1946 


with PERMANENT 


pens quickly and easily and helps keep fingers, 
desks and valuable records spotless. Both come 
to you at no extra cost with SKRIP. 


And Permanent SKRIP is truly permanent. Tests 
prove that SKRIP is completely resistant to water, 
heat and sunlight. Experience proves that SKRIP 
lasts as long as the paper on which it is used. 


Employ the advantages of SKRIP, the business writ- 
ing fluid of universal preference. Put its exclusive 
features to work for you today. 
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_ POSTURE 
Zurgts CHAIRS 


Business men with an eye to employee cooper- 
ation are splendidly paid off in happier dispo- 
sitions and more work done when their offices 
are Sturgis Posture Chair equipped. And the 
reason: — employees “sit right all the time”. 
Seat height, and back position guarantee 
proper, comfortable seating of all figure types 
— tall, short, stout or slim. The posture -cor- 
recting features of STURGIS POSTURE CHAIRS 
are all important to good office management. 


STURGIS STEEL POSTURE CHAIRS — 


DESIGNED AND BUILT BY SPECIALISTS 


Where Are the Girls? 
(From page 49) 


job is not entitled to receive any payment, 
Aware of this, some workers, when they resign 
from a job, have asked the employment manager, 
as a “personal favor,” to tell the USES that 
they have been fired so that they may receive 
unemployment insurance benefits. Fortunately, 
most employment managers are aware of this 
dodge and have refused the request. 

However, the fact remains that there is an 
unusual deficit of female clerical help and that, 
as far as records can be checked, a large per- 
centage of girls who have been released from 
jobs are taking advantage of unemployment insur- 
ance. Without further facts it is impossible to 
check further into this situation. 

Another explanation for the absence of female 
help is that a good number of girls have quit 
their jobs to get married to returning service men. 
This is certainly true to a large extent but it 
would hardly account for the present labor pool 
being so far below normal. The average veteran 
wants to get a job and a living wage before he 
contemplates marriage. Furthermore, even if he 
should marry shortly after his return, the general 
tendency is for his wife to continue working until 
he is making enough money to support both of 
them. 


Housewives and girls took jobs 


' During the war many housewives and girls 
took jobs either for patriotic reasons or because 
the bread-winner of the family had gone off to 
defend his country. At the end of the war, it was 
estimated that approximately 7,000,000 women 
would continue with their jobs or seek other em- 
ployment. It is quite apparent now that either 
this estimate was exceedingly optimistic or that 
certain’ unexpected factors have entered into 
the picture and upset this original calculation. 


There is one further explanation of this situa- 
tion . . . an explanation which may possibly tie 
in with the use and abuse of unemployment insur- 
ance. A survey of application cards of girls who 
have worked in war plants shows that they have 
counted both time and overtime in listing their 
previous salaries. A girl, for instance, who be- 
fore the war had been receiving $25 per week as 
typist, would list her war-time salary as $45 per 
week and would expect a five-day peacetime job 
at that salary. Unable to secure it, it is quite 
plausible that such a girl might apply for unem- 
ployment insurance based upon the $45 per week 
income, thus receiving more pay than she would 
at the average peace-time job. This, again, is 


(Turn to page 66) 
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Globe-Wernicke ‘“‘SAFEGUARD”’ 
FILING SYSTEM 


Supremely simple . . . cures “‘Find-i-tis”’ 
so easily! A complete packaged outfit of 
A to Z “Safeguard” guides, folders, in- 
structions, to install a trouble-free filing 
plan in any 1-, 2-, 3-, or 4-drawer file; 
also available for larger requirements. 
See it at G W dealer, or write Globe- 
Wernicke. 


November, 1946 


GET YOUR FREE COPY TODAY! 


... FAMOUS GLOBE-WERNICKE “FIND-I-TIS*”” BOOKLET 
SHOWS HOW FILING IS MADE EASY... QUICK... ACCURATE! 


For secretaries and file clerks in distress this 
Find-i-tis book is the most amazing help ever 
written to show the simple, quick, easy way to 
run a file. Takes out all uncertainties . . . ends 
the puzzling questions . . . explains in a few 
words the real CURE for “Find-i-tis,” which 
means “‘inability to find what you have filed.” 
Literally thousands of office workers—mana- 


3b, 


Save Time ! Save Temper! — 


gers and bosses, too—have already obtained a copy to straighten out their 


files. And it always works! 


Even if your files are not a victim of “Find-i-tis,” get this book anyway, 


and be safe for the future. Ask for it FREE at 
any G/W dealer, or write today—on your 
Company letterhead, please—to The Globe- 
Wernicke Co., Norwood, Cincinnati 12, Ohio. 
‘‘Headquarters for Modern Office Equipment.” 
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*The inability to find what 
you have filed. 


Globe -Wernicke : 


1LING EQUIPMENT A-ND SYSTEMS 
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STOP CLERICAL COSTS 


From 


EATING 


Into 


YOUR PROFITS 


How much are your record-keeping costs 
eating into your profits? 


Chances are, you will find you can cut costs 
appreciably—and boost profits—by using the 
right kind of Loose-Leaf equipment. 


For forty-six years CESCO has pioneered the 
way with a definitely superior line of Loose- 
Leaf equipment that helps management pare 
costs and step up the efficiency of virtually 


every business operation. You will find there 
is CESCO equipment to meet your particular 
needs. 

The CESCO line includes Visible Record 
Books, Prong and Post Binders, Ring Books, 
Factory and Business Forms, etc. Send for 
Catalog. 


THE (. £. SHEPPARD COMPANY 


4409 21st St. Long Island City 1, N. Y. 


It’s here? 
The 
trade has been waiting for, 
with 

added. 


PENCER RUBBER V PRODUETs COMPANY 
<Mlamyfarclivoers Kubbee B 


MANCHESTER, 


CONN. 
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RUBBER BAND the 


NATURAL RUBBER 
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Improved “7 Improved 
DEXTER SSS -' GIANT 


i 


‘Your Generoes Cooperation is Anprocietdll ; 


there as times. like these. Production and materials ai on the increase .. . but DEMAND 


call. Perhaps ll request 


sven has been among those we have been forced to defer. We want you to appreciate hx 
—— painful this. is tous. @ We corpeatiy, hope that — 


pipe co. , 


Division of Spengler-Loomis Mfg. Co. 


58 E. Washington St., Chicago 2_ eagt 
eo 


SOLVES THE DESK FILING Misael 
© Meets a Modern Demand — 

@ Saves Time, Energy ee 

@ Increases Worker Efficiency 


© Tailored to Fit, One Over the Other 
_ Nuts, Bolts, Serews 


Assures Fingertip Control Of All Desk Work 


Meets your need for a desk tray that simplifies, organizes all desk 
work. Stack one over the other to provide separate compartments for 
every work classification. Keep everything handy, convenient, without 


fuss, bother, confusion. Made of heavy guage 
metal. No sharp edges. Strong, sturdy tiers, 
will not bend, wobble, nor tip over. Beautiful 
baked enamel finish in walnut, green, or 
gray. Letter size 12"x9"x3". Conserve your 
time, energy, order from your dealer today 


STACKS UP TO 10 HIGH 
Special flange permits each 
ADD-A-TRAY to slide one over 
the other to form a strong, rigid 
tier up to 10 trays high. 


MASO STEEL PRODUCTS 418 5. cuinton st, cHicaco 7, | 


MASO MAKES THE BETTER ONE 
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FACTS ano FANCIES 


By McGillicudy 


This is November, the month of Thanksgiving 
(although which date has been debatable at 
times in past years). 325 years ago, in 1621, 
the Pilgrims sat down to a feast of wild turkey 
and gave thanks for their blessings. Under * 

~ today’s standards, they probably had very 
little to be thankful for . . . they had had a 
rough time of it settling a new land, fighting 
Indians, trying to raise crops in a wilderness. 
But they weren't afraid of work and they had 
the thing they came to this land for’. . . 
freedom and independence. 


There are a lot of people today who say 
Thanksgiving Day is outmoded. “What is 
there to be thankful for?” they ask. ‘There 
is a shortage of food, we can’t build a 
house or buy a car, there are controls on 
everything and even controls on controls. 
Thanksgiving? Phooey!” 


Yet . . . those same people have bathtubs, 
telephones, radios . . . they eat better than 
any people in the world . . . they travel with 
greater convenience and faster . . . they have 
the privilege of expressing their opinions good 
or bad . . . their children have the oppor- 
tunity for education regardless of race or creed 

. they enjoy a standard of living that is 
unsurpassed in history . . . they live in a land 
where opportunity still exists. For Americans 

. every day should be a day of Thanks- 
giving. 


ie) 


(eee 
MR ar Shite He 


And now .. . let’s get personal! Here at 
Quality Park, we are thankful for the privi- 
lege of serving you. Andso .. . for your 
understanding during the war years; for 
your patience in this readjustment period; 
and for your orders which tell us you like 
Quality Park Products, we say 


THANK YOU! 


Qusliy Ra 


Cz 


* General Office and Factory, Quality Park, St. Paul 4, Minnesota 
* Chicago Office and Warehouse, 564 W. Monroe St., Chicago 6, Ill. 


Where Are the Girls? 
(From page 62) 

mere conjecture. The fact remains that if the 

girls were merely holding out for high-priced jobs, 

they would, in time, be forced to accept those at 

lower pay. 

It is unfortunate that one cannot be conclusive 
in this analysis, for if the actual causes of the 
situation were apparent it might be possible to 
find an effective cure. In the meanwhile, it is sug- 
gested that, in lieu of girls, it might be practical 
to employ some of the younger veterans who have 
had some experience and training in clerical work. 


Tickler Files 
(From page 48) 

problem of a choice among time intervals. Shall 
the tickler be filed to appear daily, weekly, month- 
ly, annually, or when? If the time interval chosen 
is too long, the tickler may not serve as a reminder 
at the time it is needed. “Better late than never” 
is not good enough in a case of this kind. The 
tendency, therefore, is to choose the shorter 
period when in doubt. On the other hand, this 
may involve some waste motion and lost time, 
because the tickler is pulled from the file, exam- 
ined, and refiled so many more times than it 
might otherwise have been. However, the play- 
it-safe rule should prevail. The time lost will 
usually be small and unimportant in relation to 
the action indicated by the tickler. 


For Whom Maintained: 

Where filing is decentralized, each department 
will, of course, maintain its own ticklers. Where 
filing is centralized, one of three different tickler- 
keeping practices is commonly followed. Thus, 
the ticklers may be: 

1. Kept by the filing department in separate 
files for each department. 

2. Kept in the same file by the filing depart- 
ment, but separated under each date according 
to departments. 

3. Kept by each department as a decentralized 
aspect of the central filing system. 

No general rule can be formulated as to which 
of these three practices is the best for a particu- 
lar business. 

In addition to the filing department ticklers, 
regardless of whether they are centralized or 
decentralized, other separate ticklers will usually 
be found throughout the organization. They will 
be kept for top executives, for or by lower execu- 
tives, and by various other workers. In some 
cases the tickler will be merely a desk calendar 
with space for memorandum notes. In_ other 
cases more elaborate tickler files are maintained, 
usually by secretaries or clerks for the immedi- 
ate use of the respective executives. Top ranking 
executives in many cases require elaborate time 

(Turn to page 70) 
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NATIONALLY KNOWN 
NATIONALLY ADVERTISED 


Vhational PENCILS 
A GREAT LINE 


FUSE-TEX 


PROCESSED 
LEADS 


* 


National's 


Shy tint 


A THIN LEAD 
CRAYON 
PENCIL 
WITH A 

STRONG LEAD 


BOXED IN 
DOZENS 


CRAYON 


' Skyvtint OH usa 500 reo 


| 
| ¢ 
| 


‘e 
® 
H 

i] 

7 
2 
5 
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’ 
- 
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QUALITY 
AND ASSURED 
PERFORMANCE 


* 


National's 


Cedar-KiNc 


A REAL 
QUALITY 
5c PENCIL 


With a Metal-Brown 
Tip 


* 


MADE IN FIVE 
DEGREES 


A COMPLETE 
LINE IS AT 
YOUR SERVICE 


*Send us your inquir- 
ies. We will be glad 


to quote you. 


NATIONAL PENCIL CO. 


NEW YORK 
~ * 


* 


SHELBYVILLE, TENN. 
‘ 220 FIFTH AVE. 


* * * 
OFFICE MANAGEMENT AND EQUIPMENT 


* 


*ten different colors 
*for all office needs 


Standardize with PENIT — the Pen- 
Tested Ink with a record performance for 
Maximum efficiency. 


*writes clearly and legibly with any pen 
*flows perfectly, does not feather edge 
*eliminates point clogging 

*eliminates errors 


Sanford’s Pen-Tested Penit Ink adapts 
itself to small figure work, clear ledger 
entries, quick-to-spot color indexes, smooth 
signatures. 


Available in 2-ounce, 4-ounce, pints, 
quarts and gallons ... you can always spot 
the color you want by the carton, the 


label and the cap. 


Sanford’s Penit meets the modern business 
trend for speed and quality “on the job” 
performance. For any job, it’s the best ... 
it’s the cleanest ink made. 


SANFORD 


INK COMPANY 


Chicago 7 
New York 12 
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The "CROWN" line of 
daters and numberers 
have earned themselves 
the reputation as the 
best. Constructed of 


nickel plated steel 

frames—aluminum rolls 

and deep moulded 

bands can truly be called 

“BUILDERS OF GOOD 
WILL" 


MARKING DEVICES 
for 


DOMESTIC & EXPORT 
Trade 


WE PRIDE OURSELVES ON MAINTAINING 

THE REPUTATION OF HAVING THE MOST 

“COMPLETE LINE" OF MERCHANDISE AT 
ALL TIMES. 

WRITE FOR NEW CATALOG TODAY. 


The "STAR" brand of 
daters and numberers. 
An inexpensive but serv- 
iceable group of stamps 
possessing the same 
quality of workmanship 
as put into the most ex- 
pensive line of daters 
and numberers. 


suv BERNARDS | 


.. . they STAY SOLD 


cy) 
The standard of quality in tg x 
stationery tools for three- - 
quarters of a century... 7 VA 


LOOSE LEAF VACUUM PUNCH No. 2600 


Standard Dies — 1/8”, 
3/16", 1/4”. Light, 
strong stationary strip- 
per spring. Duplex con- 
trol stops. Reach | 
1-1/16”. Nickel plated 
finish. 


TT 


STAPLE REMOVER No. 150 


Fits the hand comfort- 
ably. Works easily, 
quickly, without dam- 
age . pepe. ro all = 
sizes of staples. Sprin Sia} 
action. Nickel plated —s4 * 


finish. 


A precision-built tool. 

Twin spring action. 

Parallel action jaws 

with compound lever- 

age. Adjustable gauge. 

Opens and strips 
uickly. Nickel plated 
nish. 


Order from your stationery supplier for early delivery. 


F " F f , BERNARD CATALOGUE OF STATIONERY TOOLS 
’ 


Let us send you this valuable guide. Please use 
coupon below. 


W" SCHOLLHORN COMPANY 


“Quality Tools Since 1870” 


BERNARD 


TRADE MARK REGISTERED 


' vi , r Wm. Schollhorn Company, “T 
, I 3011 Chapel St., New Haven 9, Conn. I 
_ I Sirs: Please send me your catalogue of Stationery Tools. J 

_ | : NAME 
- . | OPPO ee I 
“SE esiclenkdciektaheunaiaeatisdesestieneees 1 
I 

' ! © Nis cccctisiantiieneenninalieds ee ' 
Y ei I (Zone No.) | 
& COMPAN a INC. I My Wholesale Supplier Is...........seeececeeceeees I 
I 1 

80 DUANE ST.NEW YORK 7,N.Y. [3a 
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ADEN DIXON TIGONDEROG A 1386380) ss 


So smooth, so effort- 
less ‘tis pencil magic! 
Ticonderoga’. firm, 
trus leads Turn out 
clean,good.- looking 


work. Mistakes? Keep 


em under control 
wit h, liconderoga's 
SUPECOr rwhber eraser 
that's locked into 
the green plastic 
ferrule with double 
yellow bands, 


\ | 
The famous pencil with 
the locked-in-plastic tip 


DIXON 


Tint 


Joseph Dixon Crucible Co., Dept. 87-311, Jersey City3, N. J. 


ig 


i 
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Tickler Files 
(From page 66) 


schedules and, also, corps of assistants and sun. 
dry devices and arrangements for adhering to 
them. 


Action to Be Taken: 

Ticklers may be further classified according to 
the action to be taken on them. One of the fol- 
lowing types of action is usually indicated: 

. A letter is to be written. 

. A memorandum is to be written. 
. A form is to be initiated. 

A telephone call is to be made. 

A telegram is to be sent. 

A personal call is to be made. 

A conference is to be held. 

. An oral order is to be given. 

As will readily be seen, a classification of 
ticklers based on the actions to be taken is of 
little value for filing purposes. One of the reasons 
this is true is because in many instances the type 
of action to be taken cannot be known at the time 
the tickler is filed. Another reason is that the 
type of action cannot be classified enough to be 
really useful. For example, if a personal call is 
the action to be taken, it still requires individual 
attention to the subject matter before the call 
can be made. 


90 IS oT Oo tO 


Physical Characteristics: 

The materials to be tickled usually have a 
variety of physical characteristics. They may 
range in size from a file of materials several 
inches thick to a small slip of paper with a scrib- 
bled idea or even a small space on a desk calendar 
or work schedule. Although it would be almost 
impossible to list all of the different kinds of mate- 
rials that require tickling, a few of the most 
usual types may be set down: 


1. Desk calendars and memorandum pads; 
pocket diaries and pocket memorandums. 

2. Memorandum slips or cards. 

3. Letters or memorandums received and copies 
of letters or memorandums written. 

4. Forms received and copies of forms issued. 

5. Contracts entered into. 

6. Case files received and case files built up. 


One of the first questions that arises is whether 
the material to be tickled should itself be placed 
in the tickler file or whether it should be filed in 
its regular place and a cross-reference placed in 
the tickler. There is hardly any question but 
that the latter practice should be followed. If 
it is not, the alternative practice should be t 
place a cross-reference in the regular file showing 


(Turn to page 74) 
November, 194 
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Now Available! 


AItEO- 


DESK PAD DEMONSTRATOR .. 
DESK PADS AND ACCESSORIES 


After two years, ship- 
ments of these handsome 
AICO Desk Pad Demon- 
strators have begun. Their rich design and finish 
make a perfect setting for the high quality standard 
desk pads that are so profitable for stationers. These 
high quality AICO Desk Pads come in a variety of 
sizes and styles. 


AICO Desk Pads Available 


201—Decorated corners on a stiff base. Attractive—economical. 
211—-Gold tooled Florentine leather corners add warm richness, 
220—High grade wool felt base for flexibility and wear. 
230—Smooth two-toned Florentine leather corners—gold tooled. 
260—Decorated corners on a Linoleum base. 

270—Gold tooled end panels. Linoleum center and felt back. 
280—Florentine leather panels with handsome gold tooling. 
282—Two-toned Florentine leather panels, beautifully gold 
tooled. 

Your AICO Desk Pad Circular gives complete information and 
prices. If you don’t have one—send today! 


ges ALSO AVAILABLE: 


Phone 
Book Covers 
Correspondence 
Folders 
Work 
Distributors 


Distributed in Eastern 
States by 
AIGNER INDEX CO. 
97 Reade St., New York 13 
New Permanent Sales Room 


Elmer Krumwiede and Associates 
336 S. Jefferson St., Chicago 6, Ill. 


AICO-GRIP TABBING 
LOOSE LEAF INDEXES 
DESK PADS 
CELLULOSE SPECIALTIES 
PROTECTIVE HOLDERS 


(quer Company 


503 S. JEFFERSON ST., CHICAGO 7, ILL. 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 
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li 


F you are coping with the help problem these days, 
I take a tip from the kitten—get Stylewriter Ribbons 
for your office staff. Stylewriter’ s extra length means 
fewer ribbon changes—a saving of time for the busy 
secretary. And Stylewriter’s fine weave means easier-to- 
read copies—a saving of time for the busy executive. 


THE CARTER’S INK COMPANY 


Boston, Massachusetts 


Carkon and Fiblbon Specialists 
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WHY YOU 
SIT PRETTY 


| ‘ | 
. . « IN A CHAIR EQUIPPED WITH A 
SENG CHAIR ACTION CONTROL 


YOU'RE SAFE—from any danger of TIPPING (because 
the reclining angle is correctly con- 


trolled.) 


YOU'RE AT EASE—because SENG Controls assure you 
a comfortable, scientifically correct back 
support. 


YOU'RE ALERT—+o the instant response to any body 
movement provided by the SENG Action 
Control on your office chair. 


YOU'RE PLEASED—with the long, trouble-free service 
you may depend upon when your chair 
== is SENG-equipped. 
LA 


—_ 


THAT'S WHY you should always look for the SENG 
Trademark on the Action Controls of any office chairs 
ou buy. It will be 
loa on all leading 
quality lines. 


THE ll COMPANY 


1450 N. Dayton St. Chicago 22, Ill. 
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TYPEWRITE 


eet 


+ AAA 
at 
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Ree, 
SOOTY 


> 


look “tops”. That’s 
fices specify WRITE 


. . . better work. 


prices. 


Immediate 


and ‘ 


Take the WRITE Path 
for better looking letters 


Because the letters you send out repre- 
sent your company—you want them to 


that give you clean copies, more copies 
. . . WRITE for Typewriter Ribbons . 
that wear longer, and produce clean, © 
uniform, easy-to-read letters every time. 
_ | Insist on WRITE for satisfied workers 


. Ask your dealer, or write us today 
_ for Free samples and attractive 


R RIBBONS 


why so many of- 
for Carbon Papers 


Deliveries 


’ ae” va ca 


WRITE. 


INCORPORATED 
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jicatarck FACTORY: “Baldgepert,: Coys): Tam 


Qoprenegeee, 


420 Lexington Ave., 
New York 17, N. Y. 


a 


November, 1% 
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3 ALWAYS IN 
3 THE LIMELIGHT 


SH 
oe 
oh. And why not? 
af Ticonderoga 
of) , 
i S| has everything! 
| i The smoothest 
* leads, Ihe easiest 


touch! lhe best 
looks! liconderaga 3 
| superior rwober 
EFASEr is kepr 
steaclu and ready 
in the locked “m- 
dastic Tip. Yow 
Can identify 
Ticonderoga oy 
The green lastic 
ferrwie wit the 
double yellow 


bands. 


DIXON 


The famous pencil with 
the locked-ix-plastic tip 


Joseph Dixon Crucible Co., Dept. 87-J11, Jersey City3, N. J. 
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aa 


@ You don’t have to put up with typing 
clatter, vibration and worst of all, jangled nerves. 
A KIL-KLATTER Pad makes any typewriter 
unbelievably quiet! For KIL-KLATTER is 
resilient all-hair . . . a permanent sound and shock 
absorber. Made of famous OZITE 
All-Hair Felt with treated 
top to keep machine legs 
from sinking in, and non- 

ski; 34%10m to prevent 
sLppang. Size 11 x 13 ia. 
fits all typewriters and many 
other business machines. 


AMERICAN HAIR & FELT COMPANY 


Merchandise Mart, Chicago 54, Illinois 


KILKIATIER 


THE SCIENTIFIC TYPEWRITER PAD 


AT YOUR 
STATIONER'’S or 
OFFICE SUPPLY 
DEALER 
in U.S.A. 
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QUALITY PENCILS 


OM a ee 


TRADE MARK 


LOR Ga AES ETI EE ta IE 


Ed 
Bas ies 


PURCHASERS 
LOOK FOR 
THIS 
TRADE MARK 
WHEN THEY 
WANT 
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bo-Welel SEMI-HEX- v-s-A. 1105 RED 


AT NO 
EXTRA COST 


uss GENERAL'S Canko Weld AIMBERLY i258 © 705 RED 


via Ganaral ancih Compory O ATATBERLY »: 


uta GENERAL'S “Carbo Welt" SEMI-HEX © 498-N22 


Wiehe K Piss Pencils since (EEF 


3 General Pencil Company — 


eee TY 6. eS 
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Tickler Files 
(From page 70) 


that the material is in the tickler file under 
certain date. 


Assuming that the material is filed in its regy. 
lar place, a subsidiary question arises. What 
should the physical characteristics of the crogs. 
reference be? Usually, elaborate cross-references 
are not necessary. In each case in which it js 


_ feasible to make an extra copy of the letter, form, 


OFFICE MANAGEMENT AND EQUIPMENT 


or other material to be tickled at the same time 
the original is prepared, the extra copy may be 
placed in the tickler. Otherwise, a memorandum 
slip or card with only minimum cross-reference 
information may be used. Often, when the “extra 
copy tickler” is withdrawn from the file for atten- 
tion on the tickler date, the necessary action may 
be taken without reference to any collateral mate. 
rials. On the other hand, if a memorandum slip 
or card is used, it is almost always necessary to 
refer to other materials before action can be taken. 


Some danger exists 


There may be some little danger in the use of 
a copy of a letter or other document as the tickler, 
however, because of a tendency to use it without 
reference to collateral materials to which refer. 
ence really should have been made. If this were 
to become a real problem, the tickler should be 
routed through the regular files for attachment: 
before going to the person of whom action is 
required. Such routing may be necessary, in any 
event, in many cases. 

If, in the course of events, an action is taken 
before the tickler date arrives, the reminder wil 
be useless when it is withdrawn from the tickle 
file. It may even cause unnecessary work, in that 
reference to the regular file may be nesessary ti 
be sure that the action has already been taker. 
The question arises, therefore, as to whether regu- 
lar transactions should be routed through the 
tickler file so that the ticklers that would other- 
wise be withdrawn on future dates may be de 
stroyed forthwith. The answer is usually n0, 
especially when the percentage of regular trans 
actions that are tickled is small. The work it- 
volved in checking all regular transactions through 
the tickler file will ordinarily be greater than the 
lost motion occasioned by useless ticklers. Fur 
thermore, in many instances the person to whom 
the tickler is referred for action, or the file cleri 
through whom the tickler is routed for attach 
ments, will know without search that the acto! 
has already occcurred and, hence, that the tickle! 
is no longer useful. 

Should a record be made on the material i 


(Turn to page 80) 
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CRAYOLA 


ADVERTISED REGULARLY IN ALL LEADING 
JUVENILE AND SCHOOL ART PUBLICATIONS 


The first quality low-priced crayon ever to 
come on the market—awarded the first 
Gold Medal for school drawing crayon— 
CRAYOLA is still the standard by which 
wax crayons are judged. Known to almost 
every child in America for complete de- 
pendability, for permanent, waterproof 
colors that never smudge, never bend in 
the warmth of the hand. On allocation, in 
boxes of 6, 8, 12, 16 and 24 colors. 


BINNEY & SMITH CO. 


41 East 42nd Street, New York 17, N. Y. 
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C-THRU’S NEW IMPROVED 
8” ADJUSTABLE TRIANGLES 


In rapid succession have come the Spee-dotter, the 
Quadrant Protractor and Center Finder, new French 
Curves, the improved plastic triangle, the all plastic 
T-Square. NOW, the new improved adjustable 8” 
triangle continues C-Thru’s parade of exclusive 
developments. 


1. Made of sturdier, clear, non-inflammable plastic. 


2, Four circular openings for drawing circles of '2, 
%, 1 and 1% inches in diameter 


3. Notice tapered holes '4’’ apart on two sides. These 
allow division of any line into equal parts by swing- 
ing the angle at any of its various degrees. 


4. Can be used for cross hatching, and architectural 
drawings of stairways. 


5. Speeds up letter spacing 


« No protruding rivets or sharp points to tear tracing 
paper 
7. Made of eye-ease plastic. 


RULERS + TRIANGLES + NAVIGATIONAL INSTRUMENTS » STENCILS « we 
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WATTS -TYPISTS 


GOVERNMENT APPROVED 


1946 W-2 


WITHHOLDING STATEMENTS 


NAME cS. 
printed HERE 


@ Employer's name, address and S.S. Identification 
No. imprinted on all copies. 


@ Interleaved carbon easily snapped out, no car- 
bon to insert and remove. 

@ Fourth copy for your records, fifth copy for 
state or city returns available where required. 

@ Made in individual sets, also strips of 4 sets-on- 
a-sheet. 


@ To assure that employees get the 
correct original and duplicate 


now copies, their two copies are held 
wo together by special stub at the | 
p right. ~ 
@ Important information and in- | 
SPECIAL structions are printed in red for 
WATTS easy reading. 
FEATURES [| @ Save additional time by using is 
Watts opaque specially designed w ; 
Window Envelopes marked porer snpression® R- ted "Carbon Grip 
Stetioners: Write to- “Strictly Confidential” and | sharper" Cgdo SUPE er” in bo 
day for trade dis- _ r sime- “ per” in every x 
gount, samples ond rinted corner card. Available at longer per KoTE of oat Super- 
‘ecraniertios vor \ low cost. REA: SUPE querem Leese, Soper Kew 


NEW LOWER PRICES 
Regular 4-Part Sets 


Send for complete 
price list and samples 


Cost Per M 
100 sets $9.10 1000 sets @ $23.00 
300 sets 13.35 3000 sets 19.10 
600 sets 18.10 5000 sets 17.50 
800 sets 20.80 10000 sets @ 16.00 


Larger quantities — lower prices 


int ALFRED ALLEN | ¢ _— ae | 
Kay watts Mola 


COMPANY, INC. [iiss 
Dept. O.M. 214 William St., New York 7,N.Y. See Coresnsin. Oa 
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CORALINE 3/0 
Weldon Roteds 


Made in Newark, USA. 


- — 
eT FT tS 22 


FP OF IPS 
(LOTTI IIT TO 6g gh 
Eplpeces se cee Py 


WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey 


a) ee 


Above: Large size, for models 6V, 7V, 8V, 
9V, 10V, 11V. With or without knobs. 
additional extendibility of 


a a | 
either size above. 
Eee 


Above: One intermediate bor extends any Kleradesk one 
to five compartments more than original capacity. 
eral intermediate bars may be added, if desired. 


— = Ss 
Above: Small size, for models 3V, 
4V, or 5V. With or without knobs. 


Right: Intermediate bar for 


—~ 


tt 


Extendible Steel Bars 


for the steeless 


RAD ESK by Sengbusch 


. . . adding greater capacity to 
your present steeless Kleradesks 
\*. « « Providing greater utility from the 


| new steeless Kleradesks you buy 


Flexibility that permits any number of plainly indexed 
-gcompartments—that’s the big advantage in having a 
ysteeless Kleradesk with Extendible Steel Bar and plastic 
iknobs. Now—more than ever—your employees appre- 
| ciate the convenience of Kleradesk, in handling paper- 

work without confusion or disorder. ® Extendible Steel 
1 Bars—eo replace wood assembly rods and porcelain 
fknobs in the steeless Kleradesks you now own—are 
‘flavailable from your stationer, for additional expandi- 

bility. There are also standard parts of steeless Klera- 
desks now being sold. © Added to the utility, durability, 
and pleasing appearance of Kleradesk, this new feature 
further enhances Kleradesks’ reputation as one of the 
tgreatest aids to desk workers. ® Order from your 
‘stationer now. Write for circular. 


Sengbusch Self-Closing Inkstand Co. 
'' 1196 Sengbusch Bldg. Milwaukee 3, Wisconsin 


November, 1946 
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NOW—FOR THE FIRST TIME 


Come Globes 


WITH THE NEW WORLD BOUNDARIES 


Commencing November Ist, Cram's 
World Globes will show the new 
defacto world boundaries resulting 
from World War 2. 


This is it—the first major map revi- 
sion since 1939—the globe you have 
been waiting for. 


FREE: THE NEW CRAM GLOBE 
CATALOG NO. 55 


If you have not received a copy, or 
if you need additional copies, write 
us today. 


THE GEORGE F. CRAM COMPANY, Inc. 


730 E. Washington Street Indianapolis 7, Indiana 


- KOH-I-NOOR - KOH-I-NOOR - KOH-I-NOOR . 
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®) 


- KOH-I-NOOR 


The RIGHT pencil 
for the RIGHT job 


TODAY — TOMORROW 
CORRESPONDENCE HOLDER 


Letters and other papers are kept out of sight in this handy 
folder, but still at the finger tips for quick and easy refer- 
ence. Serves as a work organizer and keeps desk neat and 
orderly. Soft padded leatherette covers with title stamped 
in gold. Size closed 11% by 9%% inches. Opens to size 
11% x 19% inches. Two hinged flaps for holding papers. 
Title on flaps stamped in gold. 
$2025—$2.00 each 


An ideal gift. Every desk needs one. Order today. 


Wire-0 Binding Company of Chicago 
732 W. Van Buren Street Chicago 7, Illinois 


KOH-I-NOOR - KOH-I-NOOR - KOH-I-NOOR 


UOON-I-HOM - HOON-I-HOM - HOON-I-HOM 
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e RIGHT pencil for the RIGHT PS 


~ KOH-FNOOR PENCIL COMPANY, INC., BhLROOMSBURY. NEW JERSEY 


GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 
off. Needed on every desk and drawing, 
board. 


Companion products needed in every 
office. ROLTONIC cleans and gently 
naps the rubber platens of all business 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and rubber type, then disappears 
entirely. 

Both ROLTONIC and TYPTONIC ore Non teflon oie Noe 
made to the same high quality as Poisonous, Harmless to 
GRIPPIT. skin and clothing. 


WRITE FOR SAMPLES AND PRICES 


HARRIMAN - WELTS, INC. 
403 RIVER ST.,- HAVERHILL, MASS. 
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BOSTON 
PENCIL SHARPENER 
MODEL KS 


” a TO 


BOSTON 


UOON-I-HOM - HOON-I-HOM *- HOON-I-HOM + HOON-I-H' 


All through the war and now in peace 
time—the BOSTON Pencil Sharp- 
eners are in the front line of service 


| to business. When replacements were 
almost impossible, BOSTONS stood 
up under unusually long and extra 


FOR DISTINGUISHED SERVICE 


Delays 


C= RIGHT 


A 7 Soy line-by-line) 


COPYHOLDER 


SAVES —_ 


EYES . EFFORT .. ERRORS 
AND UP TO 50° IN TYPING TIME! 


To read slant-wise from a side position, 
as most typists do, is basically wrong, tedi- 
ous and harmful. By permitting correct 
posture, automatic line-pointing, forward. 
EYE LEVEL reading, Copy-RIGHT shortens 
reading distance, improves visibility, assures 
greater accuracy, eliminates eyestrain. 
Result: typewritten 
matter that carries 
quality, neatness, 
prestige. 


No Twist, No Turn § 


nee: hard wear. And now that back orders No Squint, No Squirm § 
oe are being filled —BOSTONS are Copy-RIGHT keeps 
ies. wen sa Typists fresh and 
me bringing sharper pencil points to alert throughout the 
millions of users. BOSTONS are “tops” day, slashes typing 
: F 3 costs. Self-support- 
. for sturdy quality, engineered pre Ss tiie tee ‘agi abh genbanente 


R cision and economical operation. You hold papers up to 
12", 16", 20", 25", 


30", 36" wide 


attached, can be in- 
stantly moved from 
one typewriter or 
desk to another. 
Try Copy-RIGHT aft our risk. Put it to 
the test in your own offices. 


BOSTON ._..MAIL COUPON Now! 


Copy-RIGHT Mfg. Corp. Dept. a 
53 Park Place, New York 7, N. Y. 


(C Send illustrated literature please, 
C. HOWARD HUNT PEN COMPANY C0 I'd like to try a Copy-RIGHT in my office. 


CAMDEN, N. J. Name 
SPEEDBALL PENS HUNT PENS ; Firm 


can expect extra service from a 
BOSTON — it will not let you down. 


PENCIL SHARPENERS 
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OFFICE WORKERS 
PREFER 


BOOK-PAK 
UTILITY LABELS 


P| They come in gummed 

perforated sheets. Indi- 
vidual labels can be ad- 
dressed faster by hand or 
on typewriter. 


oa Labels can't spill on shelf, 
® in closet or desk drawer 


5. Eureka Utility Labels come 
2 Practically every bit of ® in a wide assortment of 
® labels space is usable sizes for all purposes. 


on Eureka Utility Labels. Retail at 10c 


3 Book-Pak covers keep EUREKA SPECIALTY? 

® jabels clean, neat—pre- Mia SL BEL Es COMPANY - 
: Dept. OE, 11 West 42nd St., 

vent curling. 

New York 18, N. Y. 


HEAVY GAUGE STEEL 


No. 1170. No place of business should be 
without as many of these units as will do a com- 
plete job of moving parts and merchandise from 
place to place. 

Heavy steel con- 
struction with | 
12 gauge up- 
rights and 16 
gauge trays, 
strong and rigid. 
Large 5-in. com- 
position rubber 
tire wheels, sta- 
tionary in front, 
swivel in rear, 
providing easy 


portability. 
O 


No. 1170. 36" Long, 34/2" High, 24" 
Wide, Baked Enamel, Olive Green Finish. 


AURORA, 
ILLINOIS 


Tickler Files 
(From page 74) 


\the regular files to indicate that a tickler ha 
‘been set up? If the material is of a type fy 
_which ticklers are made in all or most cases, th 
‘answer is usually no. The volume of work jp. 
volved in making the records on the materiak 
will be larger than the effort entailed in search. 
‘ing the tickler in isolated instances. If, however. 
the material is of a type for which ticklers ar 
rarely made, or if for some other reason the 
volume of work involved in making the recorj 
is small, the answer is usually yes. 

_ There remains a final problem to be discussed, 
| What kind of filing equipment should be used for 
| tickler files? Usually two types will be found 
desirable: 

_ 1. A desk box file for card or slips. 

2. A regular vertical file drawer or cabinet for 
| letters and other materials too large for the desk 
files. 

Other types of equipment, of course, may he 
| desirable for forms of special sizes if the volume 
_ warrants. If, on the other hand, the volume of 

ticklers of all types is very small, only one tickler 
file may be required. For example, copies of 
letters and other materials of similar size may 
'be folded and placed in a desk box file along 
‘with the slips or cards. Considerations of vol- 
ume and of convenience in physical handling will 
rovern the choices to be made. 


Countroilers Survey 
An analysis of the public’s attitude towards business 
accounting, and especially toward announced profits and the 
| methods of computing them, is being undertaken by the 
| Controllership Foundation, which in 1944 was organized as 
the research arm of the Controllers’ Institute of America. 
The survey is being conducted by the Opinion Research 
| Corp., Princeton, N. J. The survey is the first project to be 
undertaken by the Foundation. 
| The controllers are anxious to know whether the state- 
| ments of company earnings which they prepare are meeting 
the needs of the audience who now receives these state- 
ments. The Foundation points out that statements no longer 
go only to stockholders, but are distributed to employees, 
governmental agencies, libraries, colleges and universities, 
teachers, and many other people. Many of these people, the 
controllers feel, do not understand reports and have a mis- 
conception about business profits. The survey will attempt 
to find out what changes in financial reports are necessary 
to make them more understandable to the public. 
Controls elect 

Francis E. Doonan, treasurer of Hall & McChasney, Inc, 
|has been chosen president of the Syracuse Control of the 
Controllers Institute of America. Re-elected to the office 
of vice-president of the Rochester Control is H. S. Kuhns, 
secretary, treasurer, and controller of the Haloid Co. 

Voted directors of local controls are Raymond F. Brad- 
_ shaw, assistant treasurer of Hutchinson, Rivinus & Co., Phila- 
delphia Control; William D. Edwards, A. B. Dick Co., re- 
elected by the Chicago Control; and F. W. Teasdel, general 
| auditor of Key System, Oakland, Calif., by the San Francisco 
Control. 
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i A STERLING SILVER CHRISTMAS WITH 
° fe VAN CLEEVE STERLING SILVER PENS 
S, The 
‘k in. 
eriak Van Cleeve Fountain Pens 
arch. with Revolving Sapphire Ball 
vever, Point. ——SS BY _ 
3 are Cc) ) AMERICA’S R r: 
n the | A New Phenomena... a. — Preset oer ‘ 
AND y ) 
Ccond ' Perfection of Craftsmanship... | oceans BUSINESS secon ae 
ARMA GEM CLIPS = PFFICES' ARMA NO-SLIP CLIPS 
on Precision of Performance .. . ARMA SNAGPROOF 
>a Tor 
found Everlasting Beauty. Made in rm 7 A —— ys 
14K Solid Gold, Sterling Sil- ce an mp By 
ver and Cleeveplate Metal. 
et for CLOSED OPEN 
-d 
= Will write anywhere from 5 months to 5 years de- ee Sa 
ee ee PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
* A , NLY- NDS. 
olume closes with one hand. Can be refilled by anyone 1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
me of anywhere by injecting special Van Cleeve Ink sup- CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 
rey plied in large collapsible tubes like tooth paste. Consult your jobber—or write to us. 
fr (LEEVELANDT CORPORATION PITTSBURGH CUT WIRE CO. 
a eee 1112-20 Galveston Ave. Pittsburgh (12) Pa. 
g will 
FINGER-TIP FACT CONTROL 
Instant access to needed data instead of a frenzied attempt 
usiness to “dig out” rush information becomes easily possible with 
ind the Cook's Steel File Signals. Attached to card and ledger 
why records of Stock, Production, Purchasing, etc., they group 
ae important facts under readily usable headings. Accurate 
ssearch reports can then be made out quickly by minor BS 
t to be clerks—expediting a department's work and ES \ 
saving the valuable time of key men. - AX gy “%.,, N\ 
tate- IANS 
oe ,, Card of samples on request. SY) \\ \ \ 
state- C Oo oO K ] 4 


~e 


\ 
\\ ‘ 
Y Every User is Looking for a Superior Product Today—Tempo 

Offers You a Complete Line of Quality Duplicating Supplies 


NO. 500 INK 


New—sensational—users say “it’s unbelievable.” Out-performs any ink om 
the market. The first real improvement in duplicating since we introduced 
the film stencil in 1938. Tempo 500 is an amazing time-saver. Copies 
dry in from 1 to 3 minutes depending on paper. No waiting around. 
Speeds up entire department. Takes high speed operation beautifully. 
Lese offset. No waste of paper—the first copy is good. Tempo 500 has 
everything—one trial will convince. 


STAINLESS STEEL 
FILE SIGNALS 


wy AN\\ “ 


For catalog, price list and special 
FILM STENCIL dealer proposition... 
“Cash in" on the tremendous interest MAIL COUPON TODAY 


in film stencils. Never were they j~ 
more in demand. In the 8 years 1 
. since we introduced it, users have 
, learned the many vantages of | 
«| film: Saves 3 to 10 minutes cut- t oo eee oe renee ee 1 
l 
| 
I 
I 


MILO HARDING CO., 7 
132 W. Pico Bivd., 


>, ting time. Eliminates type clean- Please rush detaile about 
ing, loop-letter cut-outs, feed roller Tempo 500 Ink and Tempo | 
lswelling. Result: cleaner cut sten- Film Stencil. 1] 
ils, better copies. better re-runs. WAMEB .cccccccccccccccsce 
Yperators familiar with Tempo Film 
verformance cannot be switched to 
ny other type of stencil. 


lee Gn an Gn ae en > on On on ee 
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AT A POPULAR 


PRICE 


NATIONALLY 
ADVERTISED 
AT 


$2.95 


A POPULAR BINDER 


THE RAKE 


This handy little 
gadget comes with 
each binder—makes it 
easy to insert sheets 
into the plastie bind- 
ing rings. 


Many uses in business, home and school. It's loose-leaf. 
The flexible cover is of simulated leather, attractive 


and durable. 
ALL THIS AND ACETATE TOO—Binder No. 930 con- 


tains 6 acetate mounts, each with | black and | white 
mounting sheet inserted in it, making 12 display pages 
i> x II." 


Write for Illustrated Catalog of Complete 
Amfile Line of Alb and Specialti: 


AMBERG FILE & INDEX CO. 
1602 Duane Bivd., Kankakee, Ill. 


itable Daco Made Machine Record 
Ledger Cards and Forms. Every bank, 
insurance company, business, indus- 
trial firm and library who use NCR, 
Burroughs and other automatic ac- 
counting and recording machines 
need these forms. The wide awake 
dealer is getting his share of this 
business .... are you? 

You can with Daco as your source of 
supply. For a quarter of a century Daco 
has made these items. They are ac- 
curately designed to meet the ma- 
chines requirements, competitive in 
price and quality. 

For quotations or information write 
Dept. MR, enclosing samples. ¢ 


THE DACO CARD « INDEX C0. 


9 FEDERAL COURT + BOSTON.MASS 


Times have changed but “ARTGUM” 
still comes to you UNCHANGED IN 
QUALITY, unaffected even by wartime 
shortages and production difficulties. 


There is no substitute for “ARTGUM”’ — 
the surface cleaner with a light touch. 


Insist on the original and standard 


THE ROSENTHAL CO. 


45 EAST 17th STREET, NEW YORK 3, N. Y. 


Save Time! 


New EASY WAY 
WITHHOLDING TAX. 


CALCULATOR 


Designed for “the man in the field,” it quickly and 
accurately calculates the correct amount to withhold. 
Beautiful solid walnut cabinet, easily operated, sturdily 
built, nothing to get out of order. Official government 
charts based on various payroll periods. Mistakes 
eliminated because only one line of figures is exposed 
at any one time. The “EASY WAY” is the easiest way! 


Be Sure to Specify the Chart You Need: 


(C) WEEKLY 
C1) BI-WEEKLY 
C1) MONTHLY 


C1) SEMI-MONTHLY s] > 43 
. « « Retails at 


Illustrated Folder Mailed on Request 


HIATT-BUSH CO. 


“Oldest Exclusive Manufacturer of Withholding Tax 
Calculators in the U, S.’’ 
P. O. BOX 441 TULSA 1, OKLA. 
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KEEPING STENOGRAPHERS HAPPY 
FOR 26 YEARS 


Use Clarotype for clean, sharp end impres- 
e. Expert stenog- 


sw 


* —? d 
sive g corresp 


raphers prefer Clarotype because it 
dissolves all the dirt and ink on 
typewriter type—without spatter- 


tm mana 

i | ing—saves time, and is non- 
t eS) Et inflammable. Economical, too. 
cosas 008 i A 50¢€ bottle lasts for months. 

: ORDER FROM YOUR STATIONER 
OR TYPEWRITER SUPPLY DEALER 


Here's one “secret weapon” that needs to be 

unveiled in every corner of the land... 
THE ENEMY: Tuberculosis, the dread White Plague which kills 
more Americans between 15 and 35 than any other disease. 


THE WEAPON: The X-ray, surest means of catching TB early, 
when it can be cured more easily and before it spreads. 
Christmas Seal money fights TB in many ways; one of the 
most important is to buy X-ray units and pro- 
mote mass examinations. Please, send in your 
contribution today. 


BUY 
CHRISTMAS SEALS 


Because of the importance of 


the above message, this GEYER 
space has been contributed by PUBLICATIONS 
November, 1946 


FULTON 
Aays. 


quick-drying . . . smudge-proof 
IN ANY WEATHER 


ALL-WEATHER wood block Stamp Pad, 
inked with ALL-WEATHER special ink... 
what a team! Weather conditions really 
don't mean a thing to them. Sharp, clean, 
fast-drying impressions . . . and pad will 
not warp, get sticky or pick up lint or dust 


54 


FULTON SPECIALTY CO. 


200 FIFTH AV., NEW YORK CITY 10.N.Y. — 
FACTORY AT ELIZABETH 1, N.4. 


CULE CE be Coos 


LEC tl 


HLL 


NEW—JUST OFF THE PRESS! 
Delbridge Selling Price Calculator 


This new, high speed calculator will figure 
your percentage markup prices as required 
by OPA. The Delbridge System is speedy 
—twice as fast as machine calculating and 
five times as fast as hand figuring. 

Save time and eliminate “headaches” by 
using this lightning fast calculator. 


No. 521 Delbridge Selling Price Calculator 
PRICE $12.50 


Order from your stationer or supply dealer. 


DELBRIDGE CALCULATING SYSTEMS, INC. 
2510 Sutton Avenue St. Louis 17, Mo. 
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RE gerne em ~=New York NOMA Meet 
> : The New York Chapter of the National Office Manage- 


oo Used for Nonna Association held its regular monthly dinner meeting —_ 
~|on October 16 at the Belmont Plaza Hotel. 
FILE FOLDERS H. B. Roth, Continental Casualty Co., introduced by 


UTILITY LABELS =| H. Percival Riley, Thomas A. Edison Co., president of the 
ADDRESSING |New York Chapter, presented a report of a growing mem- 

| |bership for the chapter. Theodore Lemcke, Standard K 
MAILING LISTS, Brands, New York, as chairman of the luncheon meetings 
& MANY OTHER, Committee, announced that the keynote of future luncheon Of! 
PURPOSES.: | meetings will be “What do you do, and how do you do it.” 


After an announcement by J. P. Davidson, E. I. DuPont 
de Nemours, Newark, N. J., coordinator of research groups 
for the New York chapter, G. W. Oliver, Jr., Crucible Steel } The 
Co., New York, chairman of the evening meetings, intro- fatic 
' |duced Carl J. Basler, of the Industrial and Public Relations effic 
department of United States Rubber. 

In discussing The Office Manual as a Tool in Cost Reduc- 
tion, Mr. Basler pointed out that such a manual has several The 
different but inter-related objectives. Besides stimulating elimi 


fas 


ie Colors : the employees, the manual informs the help as to company sure: 
ATTRACTIVELY PACKED WHITE « BUFF rules and affords guidance on an operation or a series of Lare 
IN REROLL DISPENSING {| operations. cast 
BOX AND DISPLAY CARTON QRANG E' Mr. Basler said that manuals that produce results are the | gan 
wenmeeeen a —_—— C HERR Y: | outward manifestation of good management, but that the adju 


e 
WRITE FOR INFORMATION! 


BLUE * GREEN = difficulty was in deciding the manual’s objective. offic 
nother difficulty pointed out by Mr. Basler was getting a | writ 
CANAR Y decision, or a meeting of minds as to what was to be done, | com 
rwww.y7.¥ MAN ELA | and who was to do it. visit 
ed LIN & —_— mone Wy 28 ” $ “ ’ . 

M2 sor these decisions,” he said, “you can’t write a 

Th L oe, AY CO a p A NY The October luncheon of the New York Chapter of the 

é iy. National Office Management Association was held at the 

TAGS* LABELS AND DIE CUT SPECIALTIES Belmont Plaza Hotel on the thirtieth. Methods of charging 
111 W. 19th ST. - NEW YORK 1 1, N.Y. back costs of duplicating work to the individual departments § 39.3 

requiring the work was the topic for discussion. 

| Theodore Lempke, General Foods Corp., chairman of the 

| session, discussed the results of his research on this topic at 

General Foods. Other contributions to the session were 

made by G. B. Teffner, Babcock & Wilcox Co.; H. A. Joseph. 

| Nestle Milk Products Co., and G. W. Oliver, Jr., Crucible 

Steel Corp., who urged that more office managers attempt 

to learn the cost of various types of duplicating work as 

accurately as possible since the emphasis on operating 

economy by top management was bound to increase. 

A. J. McCrickard, Dictaphone Corp., reminded the mem- 

bers of the Regional Convention of NOMA in Philadelphia 

/on December 6th and 7th, and urged that as many of the 

New York Chapter as possible should turn out for it. 


-2%e% 
io i=. 


i. Heads Accountants 
a lad Edward B. Wilcox was elected president of the Amer- 
ican Institute of Accountants at the association’s 59th annual 


Meat on t he Ta b l e! meeting in Atlantic City recently. He succeeds T. Dwight 


; Williams. 
Don’t make the mistake of cutting off your Mr. Wilcox is a Chicago certified public accountant and a 
supply. You can avoid making costly mistakes member of the board of directors of the Chicago Crime 
by 1 pan yourself of our reliable, customer- Commission. 
tested service that keeps you on the right track. 
A . . Eastern Regional Conference Dates Set 
CARDINAL SALES, Inc. Office executives from twenty cities in the East will 
JAMES H. HICKEY, Mgr. gather in Philadelphia December 6th and 7th, when the 
Distributor for Anderson-Hickey Co. National Office Management Association holds its Eastern 


5631 W. Madison St., Chicago 44, I. _ 9 Regional Conference. Built around discussions of the per- 
; ya sonnel and equipment situation, the Conference will be held 
at the Bellevue-Stratford, and will feature talks by C. U. 


e stool Stapleton, of Canadian National Railways; S. H. Burk, of 

te ynitd- Atlantic Refining; Mrs. Vera V. Green, of Worcester, Mass.; 
and Dr. R. P. Brecht, of the University of Pennsylvania. 

Gundy One of the featured subjects under consideration will be 


the position of the small office in tomorrow’s competitive 
| business world. 
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KARLO 


Office Machine 
Stands 


Thee KARLO reduces 
fatigue and increases 
efficiency because it is 
instantly adjustable to the 
height of any operator. 
The sturdy, heavy base Model | 
eliminates vibration — as- 

sures clean cut letters. 

Large full 2" noiseless 
casters make the KARLO 
stand easy to move. It is 
adjustable to all types of 
office machines; type- 
writers, adding machines,. 
comptometers and also § 
visible records. 


Metal Base 
Write for details Wood Top 
K A om L MANUFACTURING 
COMPANY 
32-36 lonia Ave., SW Grand Rapids, Mich. 


GNIWGL 


COMBINATION 
RULER 


tools in one, this new Parva rule makes 
an excellent gift item. Its attractive lines 
and coloring give it a powerful sales 
appeal. It is sturdy, practical and extremely easy 
to use. Can be used as a letter weigher, ruler, 


magnifier, french curve, compass, protractor, level 
and mitre. 


PARUA PRODUCTS company 


WEST HAVEN, CONNECTICUT 


November, 1946 


AYCOMPTROLLER 
ACCOUNTING SYSTEMS 


DEFIES COMPARISON 


4-IN-I PAYROLL SYSTEM 
Accounts Receivable 
Inventory Control 
Special Applications 

PROTECTED TERRITORIES to organizations 

who qualify. -.. 

BUSINESS SYSTEMS CORPORATION 
92 Liberty St. Dept. 1, New York 6, N. Y. 


POSTAL : 


No. 1509 (illustrated) 


@ Capacity, 5 lbs. by 
YY nae. Computes 
postage for air mail, 
first class mail and 
merchandise up to 4 
Ibs. Easy to use, simply 
place mail matter on 
the platform _and 
pointer automatically 
indicates the correct 
weight and nna a of 
ostage required. 
yr and durable. 
List $7.75 


SPECIFICATIONS 

Dial: ” diameter, glass 
oon. Red and black 
figures on white, red for 
postage, black for 
weight. 


ARCEL POST SC. 
. No, 1515 


: 1 
Computes posage 
cence. chantiee up to 50 
Ibs. for all postal zones. 


Dial 8” diameter. Plat- 
form 7” square. 
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SELECT 


WRITING TABLETS 
GUMMED CLOTH ITEMS 
PLAIN & RULED SCRATCH PADS 
LEGAL RULED PADS 
INDEX CARDS e@ INDEX TABS 

COMPOSITION BOOKS 


SELECT PAPER AND TABLET cone 


Manufacturing Stationers 


585-601 DEAN ST. BROOKLYN 17, N. Y. 


Now Auailalle in the a 
yo 
mereetic Fast Moving 


Hydrawlik 


Og Meistener 


Hydrawlik Company 
GEORGE A. BROWN 
Roselle, New Jersey 


50c to 70c 


RETAIL 


ENVELOPES 
: PRICED RIGHT 


' 
: SKY-RITE comes in ALL SIZES, 
a) 6h. 10, 12, MONARCH BARON. 
' 
' 
a 


aetyere! 


IAL. 


ap ip 


Made by pioneers in air mail—They 
75 a are “Rite” for Flight. Say 
‘ts led dl sample please” on your letter- 


74 Varick St. 
y New York13 


SKY-RIT 


NEW IMPROVED POST-WAR MODELS 


Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 

“The House That Confidence Built” 
Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-374) 


SCRAP BOOKS 


@ Fabrekoid Covers in black 
only 
@ Screw Post Metal Binders 


@ Six different sizes 


0... 1A 1 8 3....15/% « 12% 
Bi....1NAr% A....164 2 12% 
92....1%4 x II s...23 «1% 


Prices on Request 


INC. 


Brooklyn, N. Y. 


MAJESTIC LOOSE LEAF 
19-29 Rockwell Place 


“K-Line” SELF-LOCKING POSTS 


| The most efficient and economical binding 
posts obtainable for use in conjunction with 
| various types of STORAGE BINDERS. 
LENGTHS: 1, 11/2, 2, 2Y2, 3 & 4¥/2" 
Expansion Up to 71a Inches 


| 


Samples and Descriptive Booklet on Request 

W. R. KLINE CO. 

440-73rd St., Brooklyn 9, N. Y. 
Western Distributors 

GANE BROTHERS & LANE, INC. 


140 W. 17TH STREET 184 SECOND STREET 
——s LOS ANGELES, CALIF. SAN FRANCISCO, CALIF. 


mn 


NEATYPE 


i TYPE & PLATEN © 
- CLEANER 
Highest Quality 

Large Bottle . 

Fast Easy Seller 

Wonderful R : 

Large Profit 


NEATYPE is sealed in suc 
a way that there is NO 
EVAPORATION IN sTOte 


For Full Particulars and Samples, Write 


STARKEY PAPER & SUPPLY CO. 


3800 AGNES AVE, KANSAS CITY 3, MO. 


CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 


Tablet Armchairs 
Frompt shipmeat from 
ADIRONDACK 


CHAIR COMPANY 
1140 Broadway, New York 1, M. ¥. 


Dept. 7 | 


—— 


November, 194 
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WANT-AD OPPORTUNITIES| Wisthble Record 


Rates are 10c a word. Minimum charge $2.00. Payable 
in advance. Address replies to all Box Number ads c/o ~ o ~~ * Oak 500 Cards $3 45 


OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth Ave., ee 6" x 4" 
New York 1, N. Y. Credit Portable 


_ Cost Saves Time Complete 


Representatives Wanted Use Handifax Cards only. Join together. File 
SALESMEN WANTED. One of the world’s oldest and best known sheets of Cards on edge in correspondence 
calculating machines, manufactured in Sweden, is again —. ens folders. Visible Facts Inspire Profitable Acts. 
to this country. Salesmen of office equipment, who sell directly to * — Pt ° 
offices, will find it an interesting and profitable sideline. Write Room Use half-inch Visible Margin for Indexing—Color 
802, 210 FIFTH AVENUE, NEW YORK 10, NEW YORK. Signaling—Visible Tabulation of vital informa- 

F - Want y - tion. Ten years nationa use. 500 Cards one 
Lines y ante side Blank, one side Ruled: 6x4 in., $3.45; 8x4 
EXPORT REPRESENTATIVES with world wide outlets desire to SE rere in., $4.40; 10x4 in., $5.30. Order now. Send no 
represent manufacturers interested in Export. GT-558. Sheets of Card money. Satisfaction Guaranteed. 

74 ~ nemeee ards 


CALCUTTA, INDIA—Well established firm desires representation for 
Calcutta for the Manufacturers and Sole Exporters of Papers—all Write for Catalog. 


: c 
varieties, Paperboads, Fountain Pens, Printing Inks, Steel Office Furni- ba 
ture, Pencils and other Stationery Goods. References: Guarantee Trust Handifax ROSS GOULD co. ST. LOUIS 
311 N. Tenth St. (1) 


Company of New York, Broadway, New York and Chartered Bank of 
India, Australia & China, New York, N. Y. Please write with full 
details to THE RELIANCE COMMERCIAL AGENCY, 92 Harrison 
Road, Calcutta, India. 


AM INTERESTED in agency for office machines. Write Facon, 58 
Boulevard de Waterloo, Bruxelles, Belgium. 


For Sale or to Buy 


FOR SALE: Bookkeeping Machines: 1 Remington Model $285E-Y 142237, ee oe rr) 
with 110 Volt Motor, 9 Registers, Automatic Tabulation and Machine 
Stand with R & L Shelves. Used about 2 years. In good condition. : . 
Located at Louisville, Kentucky. 1 Underwood Elliott Fisher Electric. | i . " 
11 inch, 110 Volt Motor, with Single Footer and 5 Registers. Used fai ti: ‘ Pl tic 
about 3 years. In good condition. Located at Dallas, Texas, Branch. | as 
B. F. AVERY & SONS COMPANY, 1721 S. Seventh Street, Louisville 8, 
Kentucky. _ Desk Tray 
FOR SALE—Billing machine Burroughs Moon Hopkins, Style $720301, Modern ® New ® Plastic 
in A-1 shape. Write Box GT-539. Movable @ Swings 
© Swivels © 
At your local stationer and 
office furniture dealer o, 


WANTED: Dozen pocket notebooks “Shaws No. S 2852” formerly 
write us directly, 


made by Wilson Jones red leather covered quadrille lined five squares 
ret Steel Sales Corporation 


to inch. GT-554. 
300 East 145 Street, New York 51, N. Y. 


WANTED TO BUY: Any quantity of typewriters, adding machines, 
Burroughs, Moon Hopkins, REBUILT. Write Facon, 58 Boulevard 
de Waterloo. Bruxelles. Belzium 


Set is composed of 
Patent Attorneys two trays, post 
and bracket. 


PATENT ATTORNEY secures patents, trade marks, copyright; call or 
send me your sketch or model, confidential advice; literature. .H 
POLACHEK, 1234 Broadway, New York. N. Y 


| A Snappy Salesman 


of fifty years ago looked like this. To- 
day he has dofted the checks, the high 


hat and the walrus mustache, but he 
still depends upon his poess 
{ 
/ jane 
Beach's Be 
“Common Sense" JA a 


Expense Book 


PLUS FED. TAX to give him a quick, accurate record of 
2 ‘ea ee sal his traveling expenses. 
Be saintly! os BEACH PUBLISHING CO. 
a PEERLESS FOUNTAIN PEN AND PENCIL i 7338 Woodward Ave., Detroit 2 
1s ' — Lf 8 WEST 17th STREET © NEW YORK 11, N.Y. 


N ver before such FAST, EASY FILI 


NO APOLOGIES NECESSARY e _ =” ~ 
when you buy SS 


MOORE 
METLHED MAPTACKS 


1. You're buying the ONLY complete line 
2. You're supplying maptacks which are rugged and sturdy 


3. You're getting the line sold by map companies 
EXCLUSIVELY 


: re PENDAFLEX 
at = new style filing folders that HANG! 
fe fee MOORE PUSH-PIN CO. PHILADELPHIA, PA. OXFORD FILING SUPPLY CO.” New York BROOKLYN 51 (ou 


_ 
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MARS and GLOBE -TROTTER 
COPYING PENCILS BY STAEDTLER 


1 They are the best hectograph pencils made 
—with the greatest possible copying 
power and density of color. 
They are a high priced line of unequalled 
2 quality thus eliminating complaints and 
assuring repeat business. 
Available in six colors 
Purple No. 933 Green . No. 2967 
Red . . No. 2965 Lilac. . No. 2969 
Blue . . No. 2966 Brown . No. 2970 


J. s. STAEDTLER, INC, 
és. 53-55 Worth Street ae New York, N. ¥. 
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° 
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HEVER Quality PRINTER 


a 


Brings Dollars for’ Pennies 
The Lettergraph Post Card Printer is of greatest 
value in direct mail advertising. It reproduces 
powerful sales messages written, printed or typed, 
on government post cards. Outfit includes sten- 
cils, ink, correction fluid, stylus, stencil scope, 
printing base and instructions. 


Heyer 


ALWAYS 


Quality 


SATISFIES 


THE HEYER CORPORATION 


Quality Duplicators and Supplies Since 1903 : 
901-11 WEST JACKSON BLVD., CHICAGO 7, ILL. 


INDEX TO ADVERTISERS 


Acco Products, Inc........ 26 
Ace Fastener Corp........ 8 
Adirondack Chair Co...... 86 
Agency Paper Co.......... 86 
Migeet Ce., G. J... 2.5... 71 
All Steel Equip. Co.,Inc... 31 
Amberg File & Index Co... 82 


American Hair & Felt Co... 73 


American Pencil Co....... 67 
Art Steel Sales Corp....... 87 
Autocopy, Inc............. 16 
—e Pencil Sharpener 

_ ee eee 


Bainbridge, Kimpton & 
ee 


Barkley & Co., C.L....... 30 
Bates Mfg. Co........3rd cover 
Beach Publishing Co...... 87 
Binney & Smith Co........ 75 
Blaisdeli Pencil Co....... 6 
Brown & Bro., Arthur..... 24 
Browne-Morse........... 28 
Business Systems Corp.... 85 
Cardinal Sales Co......... 84 
Carter's tak Co........... 71 
Clarotype Co.,Inc., The... 83 
Cleevelandt Corp......... 81 
Codo Mfg. Corp.......... 76 
Columbia Ribbon & Carbon 
ee ere 3 
Cook Co., The H. C....... 81 
Copy Right Mfg. Corp..... 79 
Corry-Jamestown Mfg. 
Mia wtia Rola ca Winenea-s-t 4 
Cram Co.,Inc.,George F... 78 
C-Thru Ruler Co.......... 75 


Daco Card &Index Co., The 82 
Delbridge Calculating Sys- 


70, 73 
ree 80 
Esterbrook Pen Co........ 30 


Faber Pencil Co., Eberhard 23 


Feldco Loose Leaf Corp.... 18 


Fulton Specialty Co....... 83 
General Pencil Co........ 74 
Globe-Wernicke Co., The.. 63 
Gunn Furniture Co........ 17 
Hanson Scale Co.......... 85 
Harding Co., Milo........ 81 
Harriman-Welts, Inc...... 78 
Heyer Corp., The......... 88 
Hiatt-Bush Co............ 82 
Hotchkiss Sales Co........ 12 


Hunt Pen Co., C. Howard. 79 
Hydrawlik Company, The.. 86 
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International Business Ma- 


ee 2nd cover 
Invincible Metal Furniture 
A ee i ee ee 15 
matt Mite. Ce... < 26... — 
Kee Lox Mfg. Co...... ~ 


mame Co.. W.R........... & 
Koh-I-Noor Pencil Co., Inc. 78 


Majestic Looseleaf, Inc.... 86 
Maso Steel Products. .10, 11, 65 


May Co., The J.L........ & 
Mittag & Volger,Inc...... 21 
Moore Push-Pin Co..... . 87 
National Pencil Co........ 68 
Old Town Ribbon & Carbon 
Ma aortas <eke oe 0 a9 7 
Oxford Filing Supply Co... 87 
Paes Pea Ce......:..... & 
Parva Products Co........ 85 


Peerless Fountain Pen & 
UL . 87 


Pittsburgh Cut Wire Co.... 81 


Red Feather Products, Ltd. 5 
Red Line Mfg. Co......... 36 
Ripnen Co., Inc., Kenneth 

H 


Rosenthal Co., The...... 


77 
Rockwell-Barnes Co....... 27 
82 
Ross-Gould Co........ 87 


Quality Park Envelope Co. 


Sanford Ink Co........ 
Schollhorn Co., William. . 
Scripto Mfg. Co.......... 
Select Paper & Tablet Corp. 
Seng Co., The.......... 


Sengbush Self-Closing Ink- 
SID. ia vce nds es 77 


Sheaffer Pen Co., W. A.. 61 
Sheppard Co., The C.E.... 64 
Speed-O-Print Corp..... 19, 20 
— Rubber Products 


Staedtler, Inc., J. S........ 8 
Starkey Paper & Supply Co. 86 
Stewart & Co., Inc., R. A. 69 
Stratford Pen Corp........ 34 
Sturgis Posture Chair Co... 62 


Underwood Corp...... 4th cover 
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BATES NUMBERING MACHINE 


The acknowledged leader 
throughout the world for 
more than half a century. 


BATES STAPLER 


Makes its own staples. 
5,000 in one loading. 
Can‘t jam or clog. 


BATES FILE FASTENERS 


Lay flat, bind tight. No 
sharp edges. Positive slide 
locks. Neat, efficient. 


BATES MunKee STAMP PADS 


Reversible, renewable 
filler. Clear, clean impres- 
sions. Long-lived. 


WHEN IT’S MADE BY 
IT’S GOOD FOR YEARS OF SERVICE 


BATES EYELETER 


Feeds, inserts and crimps 
eyelets in one instantane- 
ous automatic operation. 


BATES TELEPHONE INDEX 


Spin the knob and follow 
the red line. Finds 720 
names or numbers, presto! 


BATES PERFORATOR 


Easiest action, largest 
waste container. Compact. 
Economical. 


BATES LIST FINDERS 


Simplest listing device 
ever made. Ideal for home 
or office use. 


Price isn't the important factor in buying office equipment. In the long run, cost is determined by how 
long and how well your equipment serves you. Bates Office Aids are the leaders because for years 


they have been paying extra dividends in longer, more satisfactory service. 


quality product 


The Bates Mfg.Co., Orange, N.J.¢ N.Y. Office, 30 Vesey 
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You feel it. 


hands on a new Underwood. 


. . the moment you lay 


Your fingers will dance across the 
keyboard in a fast, feather-light 
rhythm that gives you a delightful. 
exciting sense of typing freedom. 

/That’s Rhythm Touch . 
you ll like so much! 

Rhythm Touch. . 


sept, exclusive with Underwood. 


.. the touch 
. anew typing con- 


here speed seems effortless! Where 
ry key responds eagerly, instantly! 
re your fingers swing naturally 


typing rhythm. ..on the better 


- 


WE iT HR 


new STAND 


balanced keys . . . on the accurate, 


smooth-running mechanism! 


Rhythm Touch ...a wonderful ad- 
dition to the many Underwood fea- 
tures you've always enjoyed. You'll 
do more work... better work ... with 
less fatigue. 


Try it...and give your fingers a treat! 


rformance 


UNDERWOOD CORPORATION 
Typewriters . .. Adding Machines . .. 
Accounting Machines . .. Carbon Paper 
... Ribbons and other Supplies. 

One Park Avenue. New York 16, N. Y. 


Sales and Service Everywhere 
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